
PUBLIC NOTICE 
TOWN OF HICKORY CREEK 

REGULAR MEETING OF THE TOWN COUNCIL 
1075 RONALD REAGAN AVENUE 

 March 21, 2017; 6:30 P.M. 

Notice is hereby given as required by Title 5; Chapter 551.041 of the Government Code 
that the Town Council of the Town of Hickory Creek will hold their regular meeting on 
March 21, 2017; at 6:30 P.M., in the Council Chambers of the Town Hall Building located 
at 1075 Ronald Reagan Avenue. “NOTE: If, during the course of the meeting, any 
discussion of any item on the agenda should be held in a closed meeting, the Council will 
conduct a closed meeting in accordance with the TEXAS OPEN MEETING ACT, TEX. 
GOVT. CODE, Chapter 551, Sub-Chapters (d) and (e)”.  The agenda follows: 

Regular Session: 

A. Call to Order 
Roll Call 
Invocation 
Pledge of Allegiance to the U.S. and Texas Flags 
Presentation of Awards 
Items of Community Interest: Pursuant to Texas Government Code Section 
551.0415 the town council may report on the following:  expressions of thanks, 
congratulations, or condolence; an honorary or salutary recognition of an 
individual; a reminder about an upcoming event organized or sponsored by the 
governing body; and announcements involving an imminent threat to the public 
health and safety of people in the municipality or county that has arisen after the 
posting of the agenda. 
Public Comment: This item allows the public an opportunity to address the 
council. To comply with the provisions of the Open Meetings Act, the town 
council cannot discuss or take action on items brought before them not posted on 
the agenda. Please complete a request if you wish to address the town council. 
Comments will be limited to three minutes. 

Business: 

B.  Public Hearing: 

1. Public Hearing:  To hear public opinion regarding a request for a replat of Lots
1R and 2R, Block A of Hickory Heights Subdivision, being 2.136 acres in the J.
Hicks Survey A-567 and the M.E.P. & P.R.R. Co. Survey A-915, Town of
Hickory Creek, Denton County, Texas.  The property is located in the 3000 block
of Maynard Road.

2. Public Hearing:  To hear public opinion regarding a request for a replat of Lake
Cities Polaris Addition, Lots 1, 2, and 3 Block A, 5.01 acres out of the Lowry
Cobb Survey, Abstract No. 284, Town of Hickory Creek, Denton County, Texas.
The property is located at 6060 North Stemmons Freeway.



3. Public Hearing:  To hear public opinion regarding an ordinance of the Town of
Hickory Creek, Texas amending the Town’s Code of Ordinances, Chapter 14:
Zoning, Exhibit A Zoning Ordinance, Article XXIII Nonconforming Uses and
Structures to provide an amortization process for legal nonconforming uses.

4. Public Hearing:  To hear public opinion regarding an ordinance of the Town of
Hickory Creek, Texas amending the Town’s Code of Ordinances, Chapter 14:
Zoning, Exhibit A Zoning Ordinance, Article III: Definitions and Article XXIV:
Vehicle Parking Regulations.

C.  Consent Agenda Items: 

1. February 2017 Council Meeting Minutes
2. February 2017 Financial Statements

D.  Regular Agenda Items: 

1. Consider and act on a final plat of Lots 1R and 2R, Block A of Hickory Heights
Subdivision, being 2.136 acres in the J. Hicks Survey A-567 and the M.E.P. &
P.R.R. Co. Survey A-915, Town of Hickory Creek, Denton County, Texas.

2. Consider and act on a resolution of the Town of Hickory Creek, Texas authorizing
the issuance of a water well drilling permit for 3014 Maynard Road, Hickory
Creek, Texas.

3. Consider and act on a replat of Lake Cities Polaris Addition, Lots 1, 2, and 3
Block A, 5.01 acres out of the Lowry Cobb Survey, Abstract No. 284, Town of
Hickory Creek, Denton County, Texas.  The property is located at 6060 North
Stemmons Freeway.

4. Consider and act on an appointment to the Economic Development Corporation.
5. Consider and act on an ordinance of the Town Council of the Town of Hickory

Creek, Texas amending the Town’s Code of Ordinances, Chapter 14: Zoning,
Exhibit A Zoning Ordinance, Article XXIII Nonconforming Uses and Structures
to provide an amortization process for legal nonconforming uses.

6. Consider and act on an ordinance of the Town Council of the Town of Hickory
Creek, Texas amending the Town’s Code of Ordinances, Chapter 14: Zoning,
Exhibit A Zoning Ordinance, Article III: Definitions and Article XXIV: Vehicle
Parking Regulations.

7. Consider and act on an ordinance cancelling the May 6, 2017 General Election.
8. Consider and act on nomination of the 2016 Hickory Creek Business of the Year.
9. Consider and act on nomination of the 2016 Hickory Creek Citizen of the Year.
10. Consider and act on nomination of the 2016 Hickory Creek Scholar of the Year.
11. Consider and act on nomination of the 2016 Hickory Creek Sportsman of the

Year.
12. Consider and act on the First Amendment of Development Agreement by and

among the Town of Hickory Creek, Texas, Alan H. Goldfield and Shirley M.
Abernathy successors in interest to AS Gold LP, and CTMGT Turbeville, LLC.

13. Consider and act on a resolution of the Town of Hickory Creek, Texas approving
amendments to the Town of Hickory Creek Personnel Policy Manual.



14. Discussion regarding possible annexation and related financing issues pertaining
to Hickory Creek Public Improvement District No. 1 and No. 2.

15. Consider and act on SPAN Transit Services.
16. Discussion regarding current road and sidewalk projects.

E.  Executive Session: The Town Council will convene into executive session pursuant 
to Chapter 551 of the Texas Government Code Section 551.071, Consultation with City 
Attorney and other legal counsel on matters in which the duty of the attorney(s) to the 
governmental body under the Texas Disciplinary Rules of Professional Conduct of the 
State Bar of Texas clearly conflicts with the Texas Open Meetings Act, or on matters 
pertaining to pending or contemplated litigation 

1. Discussion regarding an Off-Site Facilities Agreement between the Town of
Hickory Creek, LCMUA, Westwood Residential and the Brown family for
development of infrastructure to serve a 24.56 acre tract of land within the Town's
extraterritorial jurisdiction.

F.  Reconvene into Open Session: 

1. Discussion and possible action regarding matters discussed in executive session.

G.  Adjournment: 

_________________________________________ 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. A.1

Call to Order



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. A.2

Roll Call



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. A.3

Invocation



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. A.4

Pledge of Allegiance to the U.S. and Texas Flags



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. A.5

Presentation of Awards

The following award will be presented:

Michael Gividen will be presented a plaque of appreciation for his service on the Economic 

Development Corporation.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. A.6

Items of Community Interest: Pursuant to Texas Government Code Section 551.0415 the town council may 

report on the following:  expressions of thanks, congratulations, or condolence; an honorary or salutary 

recognition of an individual; a reminder about an upcoming event organized or sponsored by the governing 

body; and announcements involving an imminent threat to the public health and safety of people in the 

municipality or county that has arisen after the posting of the agenda.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. A.7

Public Comment: This item allows the public an opportunity to address the council. To comply with the 

provisions of the Open Meetings Act, the town council cannot discuss or take action on items brought 

before them not posted on the agenda. Please complete a request if you wish to address the town council. 

Comments will be limited to three minutes.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. B.1

Public Hearing:  To hear public opinion regarding a request for a replat of Lots 1R and 2R, Block A of 

Hickory Heights Subdivision, being 2.136 acres in the J. Hicks Survey A-567 and the M.E.P. & P.R.R. Co. 

Survey A-915, Town of Hickory Creek, Denton County, Texas.  The property is located in the 3000 block 

of Maynard Road.



NOTICE OF A PUBLIC HEARING OF THE 
TOWN COUNCIL OF THE  

TOWN OF HICKORY CREEK, TEXAS 
 
 
Notice is hereby given that the Town of Hickory Creek Town Council will hold a public 
hearing on March 21, 2017 at 6:30 p.m. in the Council Chambers of the Town Hall Building 
located at 1075 Ronald Reagan Avenue, Hickory Creek, Texas to receive public input 
regarding the following: 
 
A request for a replat of Lots 1R and 2R, Block A of Hickory Heights Subdivision, being 
2.136 acres in the J. Hicks Survey A-567 and the M.E.P. & P.R.R. Co. Survey A-915, 
Town of Hickory Creek, Denton County, Texas.  The property is located in the 3000 block 
of Maynard Road. 
 
All interested parties are invited to attend and participate. A map of the location of the 
property and a description of the request is available at Town Hall. 
 
  
 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. B.2

Public Hearing:  To hear public opinion regarding a request for a replat of Lake Cities Polaris Addition, 

Lots 1, 2, and 3 Block A, 5.01 acres out of the Lowry Cobb Survey, Abstract No. 284, Town of Hickory 

Creek, Denton County, Texas.  The property is located at 6060 North Stemmons Freeway.



NOTICE OF A PUBLIC HEARING OF THE 

TOWN COUNCIL OF THE  

TOWN OF HICKORY CREEK, TEXAS 

 

 

Notice is hereby given that the Town of Hickory Creek Town Council will hold a public 

hearing on March 21, 2017 at 6:30 p.m. in the Council Chambers of the Town Hall Building 

located at 1075 Ronald Reagan Avenue, Hickory Creek, Texas to receive public input 

regarding the following: 

  

A request for a replat of Lake Cities Polaris Addition, Lots 1, 2, and 3 Block A, 5.01 acres 

out of the Lowry Cobb Survey, Abstract No. 284, Town of Hickory Creek, Denton County, 

Texas.  The property is located at 6060 North Stemmons Freeway. 

 

All interested parties are invited to attend and participate. A map of the location of the 

property and a description of the request is available at Town Hall. 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. B.3

Public Hearing:  To hear public opinion regarding an ordinance of the Town of Hickory Creek, Texas 

amending the Town’s Code of Ordinances, Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article XXIII 

Nonconforming Uses and Structures to provide an amortization process for legal nonconforming uses.



NOTICE OF A PUBLIC HEARING OF THE 
TOWN COUNCIL OF THE  

TOWN OF HICKORY CREEK, TEXAS 
 
 
Notice is hereby given that the Town of Hickory Creek Town Council will hold a public 
hearing on March 21, 2017 at 6:30 p.m. in the Council Chambers of the Town Hall Building 
located at 1075 Ronald Reagan Avenue, Hickory Creek, Texas to receive public input 
regarding the following: 
 
An ordinance of the Town of Hickory Creek, Texas amending the Town’s Code of 
Ordinances, Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article XXIII 
Nonconforming Uses and Structures to provide an amortization process for legal 
nonconforming uses. 
  
All interested parties are invited to attend and participate.  



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. B.4

Public Hearing:  To hear public opinion regarding an ordinance of the Town of Hickory Creek, Texas 

amending the Town’s Code of Ordinances, Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article III: 

Definitions and Article XXIV: Vehicle Parking Regulations.



NOTICE OF A PUBLIC HEARING OF THE 
TOWN COUNCIL OF THE  

TOWN OF HICKORY CREEK, TEXAS 
 
 
Notice is hereby given that the Town of Hickory Creek Town Council will hold a public 
hearing on March 21, 2017 at 6:30 p.m. in the Council Chambers of the Town Hall Building 
located at 1075 Ronald Reagan Avenue, Hickory Creek, Texas to receive public input 
regarding the following: 
 
An ordinance of the Town of Hickory Creek, Texas amending the Town’s Code of 
Ordinances, Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article III: Definitions and 
Article XXIV: Vehicle Parking Regulations. 
  
All interested parties are invited to attend and participate.  
 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. C.1

February 2017 Council Meeting Minutes



STATE OF TEXAS 
COUNTY OF DENTON 
TOWN OF HICKORY CREEK 
 
The town council of the Town of Hickory Creek, Texas convened in a regular session on February 21, 
2017 at 6:30 p.m. in the council chambers, located at 1075 Ronald Reagan Avenue. Notice of the meeting 
was posted as required by Title 5, Chapter 551 of the Texas Government Code. The following members 
were present and constituted a quorum of members: 
    
   Lynn Clark, Mayor  
   Tracee Elrod, Councilmember Place 1 
   Richard DuPree, Councilmember Place 2 
   Ian Theodore, Councilmember Place 5  
 
Absent:   Chris Gordon, Councilmember Place 3  
   Paul Kenney, Mayor Pro Tem 
 
 
Also in attendance were: 
 
John M. Smith, Jr., Town Administrator 
Kristi K. Rogers, Town Secretary 
Carey Dunn, Chief of Police 
Lance Vanzant, Town Attorney 
 
Mayor Clark called the meeting to order at 6:30 p.m.   
 
Councilmember Theodore gave the invocation. 
 
Mayor Clark led the Pledge of Allegiance to the U.S. and Texas Flags. 
 
Proclamation 
 
Mayor Clark acknowledged and sincerely thanked Mr. Larry Bowery for responding to those in need 
and for his devotion to his fellowman. 
 
Mayor Clark proclaimed March 7, 2017 as “IHOP’s National Pancake Day and Shriners Hospitals for 
Children Day.” 
 
Mayor Clark proclaimed the week of March 19th – March 25th, 2017 as “Poison Prevention Week”  
 
Items of Community Interest 
 
The Texas Oklahoma Patriot Shootout (T.O.P.S.) fishing tournament will be held April 28, 2017 and 
April 29, 2017.  
 
Public Comment 
 
There were no speakers for public comment. 
 



Town of Hickory Creek 
February 21, 2017 
Page 2 
 
Item B - Public Hearing  
 
B (1) Public Hearing: To hear public opinion regarding a request submitted by Willis Logan for  
a replat of Lots 9 and 10 in the Point Vista Addition creating Lot 9R, Block 1, Point Vista addition,  
0.248 acres situated in the W. Hammonds Survey, Abstract #405, Town of Hickory Creek, Denton  
County, Texas.  The property is located at the eastern end of Point Vista Drive. 
 
Mayor Clark called the public hearing to order at 6:39 p.m. With no one wishing to speak, the public 
hearing was closed at 6:39 p.m. 
 
Item C – Consent Agenda Items 
 
1.  January 2017 Council Meeting Minutes 
2.  January 2017 Financial Statements 
3.  Consider and act on an agreement for professional engineering services for the TCEQ MS4 

Annual Report. 
4.  Consider and act on an ordinance of the Town Council of the Town of Hickory Creek, Texas 

amending the Town's Code of Ordinances, Chapter 3: Building Regulations; Article 3.02 
Technical and Construction Standards; Division 1: Generally, by adding a new section. 

5.  Consider and act on a Cooperative Agreement between the U.S. Army Corp of Engineers and 
the Town of Hickory Creek for increased law enforcement services for Lewisville Lake 2017. 

 
 
Motion:  made by Councilmember Theodore to approve consent agenda Items C1 and C5 as 
presented. Motion seconded by Councilmember Elrod. 
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 
Item D – Regular Agenda Items 
 
D (1) - Consider and act on a final plat of Shadow Creek Estates Phase II described as Lots A3,  
A5 & 21R, Block A; Lots C3 & 3 through 12, Block C; Lots 1 through 8, Block D; Lots 13R, 1  
through 18, Block E, being 15.710 acres of land situated in the M.E.P. & P.R.R Co. Survey,  
Abstract No. 915, Town of Hickory Creek, Denton County, Texas and a replat of Harbor Grove 
Estates Section II Lot 13, Block K, being .220 acres of land situated in the John Maloney Survey,  
Abstract No. 819, Town of Hickory Creek, Denton County, Texas and a replat of Shadow Creek 
Estates Phase I Lot 21, Block A, being 0.213 acres of land situated in the M.E.P. & P.R.R Co.  
Survey, Abstract  No. 915, Town of Hickory Creek, Denton County, Texas 
 
Motion:  made by Councilmember Elrod to approve Item D (1). Motion seconded by Councilmember 
DuPree. 
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 



Town of Hickory Creek 
February 21, 2017 
Page 3 
 
D (2) - Consider and act on a minor replat of lots 6A-1 and 7A in the Country Oak Estates  
Addition, 7.90 acres out of the S. Linthicum Survey, Abstract #1600, Town of Hickory Creek,  
Denton County, Texas 
 
Motion:  made by Councilmember DuPree to approve Item D (2) as presented. Motion seconded by 
Councilmember Theodore. 
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 
D (3) - Consider and act on a replat of Lots 9 and 10 in the Point Vista Addition creating Lot 9R,  
Block 1, Point Vista Addition, 0.248 acres situated in the W. Hammonds Survey, Abstract #405,  
Town of Hickory Creek, Denton County, Texas.  The property is located at the eastern end of  
Point Vista Drive. 
 
Motion:  made by Councilmember Elrod to approve Item D (3) as presented. Motion seconded by 
Councilmember DuPree. 
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 
D (4) - Consider and act on terminating an agreement for PID administrative services between  
MuniCap Inc. and the Town of Hickory Creek. 
 
Motion:  made by Councilmember Elrod to terminate the agreement for PID administrative services  
between MuniCap Inc. and the Town of Hickory Creek. Motion seconded by Councilmember DuPree. 
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 
D (5) - Consider and act on an agreement for Hickory Creek Public Improvement District No. 1  
Administration Services between PIDWorks, LLC. and the Town of Hickory Creek. 
 
Motion:  made by Councilmember Theodore to approve an agreement for Hickory Creek Public  
Improvement District No. 1 Administration Services between PIDWorks, LLC. and the Town of  
Hickory Creek. Motion seconded by Councilmember DuPree.  
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 
D (6) - Consider and act on an agreement for Hickory Creek Public Improvement District No. 2  
Administration Services between PIDWorks, LLC. and the Town of Hickory Creek. 
 
Motion:  made by Councilmember Elrod to approve an agreement for Hickory Creek Public  
Improvement District No. 2 Administration Services between PIDWorks, LLC. and the Town of  
Hickory Creek. Motion seconded by Councilmember Theodore.  



Town of Hickory Creek 
February 21, 2017 
Page 4 
 
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 
D (7) - Consider and act on the Second Amendment to an Interlocal Cooperation Agreement  
between Denton County, Texas and the Town of Hickory Creek, Texas associated with the  
reconstruction of Main Street. 
 
Motion:  made by Councilmember Theodore to approve the Second Amendment to an Interlocal  
Cooperation Agreement between Denton County, Texas and the Town of Hickory Creek, Texas  
associated with the reconstruction of Main Street. Motion seconded by Councilmember Elrod. 
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 
D (8) - Discussion regarding the Town's Code of Ordinances, Chapter 4: Business Regulations;  
Article 4.06 Oil and Gas Wells. 
 
A discussion was held regarding the distance requirements for the development of property adjacent to  
existing oil and gas wells. 
 
D (9) - Consider and act on the Annual Racial Profiling Report for 2016. 
 
Chief Cary Dunn presented the Annual Racial Profiling Report for 2016. 
 
Motion:  made by Councilmember DuPree to accept the Annual Racial Profiling Report for 2016  
as presented. Motion seconded by Councilmember Theodore.  
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 
 
D (10) - Consider and act on nomination of the 2016 Hickory Creek Business of the Year. 
 
No action taken. 
 
D (11) - Consider and act on nomination of the 2016 Hickory Creek Citizen of the Year. 
 
No action taken. 
 
D (12) - Consider and act on nomination of the 2016 Hickory Creek Scholar of the Year. 
 
No action taken. 
 
D (13) - Consider and act on nomination of the 2016 Hickory Creek Sportsman of the Year. 
 
No action taken. 



Town of Hickory Creek 
February 21, 2017 
Page 5 
 
D (14) - Discussion regarding the Boys & Girls Club of North Central Texas Kids and Tail  
Waggers event to be held on March 25, 2017. 
 
Discussion was held regarding Kids and Tail Wagers. 
 
D (15) - Discussion regarding the 2017 Texas Oklahoma Patriot Shootout (T.O.P.S.) to be held  
April 28th and 29th, 2017. 
 
Discussion was held regrading Texas Oklahoma Patriot Shootout (T.O.P.S.). 
  
D (16) - Discussion regarding Mayor of the Day program. 
 
Mayor Clark, in cooperation with the Lake Dallas Independent School District, will recognize a  
student chosen by the school district as Mayor of the Day during a council meeting. 
 
D (17) - Discussion regarding current road and sidewalk projects. 
  
John Smith, town administrator, provided an overview to council regarding current road and  
sidewalk projects. 
 
Item E - Executive Session: The Town Council convened into executive session at 7:39 p.m. 
pursuant to Chapter 551 of the Texas Government Code Section 551.071, Consultation with City 
Attorney and other legal counsel on matters in which the duty of the attorney(s) to the 
governmental body under the Texas Disciplinary Rules of Professional Conduct of the State Bar 
of Texas clearly conflicts with the Texas Open Meetings Act, or on matters pertaining to pending 
or contemplated litigation. 
 
1.  Discussion regarding certain real property legally described as A1163A J.W. Simmons, TR 37, 

19.795 Acres located (South of Swisher Road, East of Ronald Reagan Avenue, North of 
Turbeville Road and West of Point Vista Road.) 

2.  Consider and Act on an Off-Site Facilities Agreement between the Town of Hickory Creek, 
LCMUA, Westwood Residential and the Brown family for development of infrastructure to 
serve a 24.56-acre tract of land within the Town's extraterritorial jurisdiction. 

 
Item F - Reconvene into Open Session: The Town Council reconvened into open session 
at 8:49 p.m. 
 
No action taken. 
 
Item G – Adjournment 
 
Motion:  made by Councilmember Elrod to adjourn the meeting.  Motion seconded by 
Councilmember Theodore. 
Ayes: Councilmember Elrod, Councilmember DuPree and Councilmember Theodore.                   
Nays:  None 
     MOTION PASSED UNANIMOUSLY 



Town of Hickory Creek 
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The meeting did then stand adjourned at 8:50 p.m. 
 
 
 
 
 
Approved:     Attest: 
 
 
 
 
 
___________________________                __________________________         
Lynn C. Clark, Mayor    Kristi K. Rogers, Town Secretary 
Town of Hickory Creek   Town of Hickory Creek     



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. C.2

February 2017 Financial Statements















































Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.1

Consider and act on a final plat of Lots 1R and 2R, Block A of Hickory Heights Subdivision, being 2.136 

acres in the J. Hicks Survey A-567 and the M.E.P. & P.R.R. Co. Survey A-915, Town of Hickory Creek, 

Denton County, Texas.







Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.2

Consider and act on a resolution of the Town of Hickory Creek, Texas authorizing the issuance of a water 

well drilling permit for 3014 Maynard Road, Hickory Creek, Texas.



 

TOWN OF HICKORY CREEK 
RESOLUTION NO. 2017- 0321-1 

 
A RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF 
HICKORY CREEK, TEXAS, AUTHORIZING THE ISSUANCE OF A 
WATER WELL DRILLING PERMIT FOR 3014 MAYNARD ROAD, 
HICKORY CREEK, TEXAS; AND PROVIDING AN EFFECTIVE DATE. 
 
WHEREAS, The Town of Hickory Creek (“The Town”), Texas is a Type A General Law 

municipality located in Denton County, Texas, created in accordance with the provisions of the 
Texas Local Government Code and operating pursuant to enabling legislation of the State of 
Texas;   

WHEREAS, Double D Drilling has submitted a request for a permit to drill a water well 
at 3014 Maynard Road, legally described as Lot 2R, Block A, Hickory Heights Addition, Hickory 
Creek, Texas, for the purpose of installing a water well that will provide water to the residents of 
the property. 

 
WHEREAS, the Town Council has determined water service can be provided for the 

location and purpose. 
  
NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE 

TOWN OF HICKORY CREEK, TEXAS: 
 

SECTION 1 

The foregoing recitals stated in the preamble are found to be true and correct and are 
deemed incorporated into the body of this resolution as if copied herein in their entirety. 

 
SECTION 2 

 
The request for a water well permit submitted by Double D Drilling at the location of 3014 

Maynard Road, Hickory Creek, Texas, is hereby granted.  
 
 
     PASSED AND APPROVED by the Town Council of the Town of Hickory Creek, 

Texas this 21st day of March, 2017.  
 
 
               

  _______________________________ 
       Lynn C. Clark., Mayor 

  Town of Hickory Creek, Texas 
 
 
 
 
 
 



 

 
ATTEST: 
 
 
 
______________________________ 
Kristi K. Rogers, Town Secretary 
Town of Hickory Creek, Texas 

 
 
 

APPROVED AS TO FORM: 
 
 

 
______________________________ 
Lance Vanzant, Town Attorney 
Town of Hickory Creek, Texas 
 

















Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.3

Consider and act on a replat of Lake Cities Polaris Addition, Lots 1, 2, and 3 Block A, 5.01 acres out of the 

Lowry Cobb Survey, Abstract No. 284, Town of Hickory Creek, Denton County, Texas.  The property is 

located at 6060 North Stemmons Freeway.



(This comment was addressed and the plat attatched meets the radius requirement.)  





Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.4

Consider and act on an appointment to the Economic Development Corporation.

Place 2 with a term expiring December 2018, is vacant due to the fact Michael Gividen did not 

wish to be reappointed.  

Nate Prevost would like to be considered for appointment. 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.5

Consider and act on an ordinance of the Town Council of the Town of Hickory Creek, Texas amending the 

Town’s Code of Ordinances, Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article XXIII 

Nonconforming Uses and Structures to provide an amortization process for legal nonconforming uses.



TOWN OF HICKORY CREEK 
ORDINANCE NO. 2017-03-759 

 
 

AN ORDINANCE OF THE TOWN OF HICKORY CREEK, TEXAS 
AMENDING THE TOWN’S CODE OF ORDINANCES, CHAPTER 
14: ZONING, EXHIBIT A ZONING ORDINANCE, ARTICLE XXIII: 
NONCONFORMING USES AND STRUCTURES; PROVIDING FOR 
INCORPORATION OF PREMISES; PROVIDING FOR FINDINGS; 
PROVIDING FOR AMENDMENTS TO THE CODE OF 
ORDINANCES; PROVIDING A CUMULATIVE REPEALER 
CLAUSE; PROVIDING FOR SAVINGS; PROVIDING FOR 
SEVERABILITY; PROVIDING FOR ENGROSSMENT AND 
ENROLLMENT; AND PROVIDING AN EFFECTIVE DATE. 
 

 WHEREAS, the Town of Hickory Creek is a Type A General Law Municipality 
located in Denton County, Texas created in accordance with the provisions of the Texas 
Local Government Code and operating pursuant to the enabling legislation of the State of 
Texas; and 
  
 WHEREAS, Title 7, Chapter 211.003 of the Texas Local Government Code 
empowers a municipality to, among other things, establish and amend zoning districts, 
classifications of land use, adopt a comprehensive plan to regulate the use of land and open 
spaces, adopt and amend zoning regulations, regulate population density, and regulate the 
use and location of buildings; and  
 
 WHEREAS, the Town Planning and Zoning Commission and Town Council have 
held the requisite public hearings; and 
 
 WHEREAS,  the Town Council, in its legislative discretion has concluded that the 
revisions to the zoning ordinance as indicated herein should be adopted. 
 
 NOW THEREFORE BE IT ORDAINED BY THE TOWN COUNCIL OF 
THE TOWN OF HICKORY CREEK, TEXAS: 
 

SECTION 1 
INCORPORATION OF PREMISES 

 
 The above and foregoing premises are true and correct and are incorporated herein 
and made a part hereof for all purposes. 
 
 
 
 
 



SECTION 2 
FINDINGS 

 
 After due deliberations, the Town Council has concluded that the adoption of this 
Ordinance is in the best interest of the Town of Hickory Creek, Texas, and of the public 
health, safety and welfare. 
 

SECTION 3 
AMENDMENTS 

 
 3.01 That Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article XXIII: 
Nonconforming Uses and Structures, is hereby amended to read as follows: 
 
“SECTION 1.  Intent of Provisions: 
 
(1) Existence of Nonconformities. 
 

(a) The purpose of this Article XXIII is to establish provisions for the allowance 
and potential alteration of uses, lots and/or structures that do not conform to 
currently applicable standards or regulations but were in conformance with 
standards in place at the time of their inception and have been rendered 
nonconforming due to a change in the applicable standards and regulations. 

 
  (i) Nonconformities occur in two (2) general categories, or    
  combinations thereof: 
 

(A) Nonconforming lots and structures as described in Section 
2(1)(a) (Legal Nonconforming). For example, a nonconforming lot 
can be nonconforming as to lot area or dimension requirement; 
and, a nonconforming structure can be nonconforming as to 
setback, yard or height lot area or dimension requirement. 
 
(B) Nonconforming uses are uses as described in Section 2(1)(a) 
(Legal Nonconforming). 

 
(ii) It is the declared intent of this Article XXIII that nonconforming uses 
and structures eventually be eliminated and be required to comply with the 
regulations of this Ordinance, having due regard for the property rights of 
the person affected, the public welfare and the character of the 
surrounding area. 

 
(2) Limit Incompatibility. It is further the intent of this Article XXIII that nonconforming 
uses shall not be: 
 
 (a) Enlarged upon, 
 



 (b) Expanded or extended, or 
 
 (c) Used as a basis for adding other structures or uses prohibited elsewhere in the 
 same district. 
 
(3)  Incompatible Uses. Notwithstanding anything to the contrary herein, nonconforming 
uses are hereby declared incompatible with the permitted uses in the districts involved. 
 
SECTION 2:  Establishment of Legal Nonconforming Status. 
 
(1) Existence. For purposes of interpretation of this Article XXIII, any uses, structures 
and/or lots that, in whole or part, are not in conformance with current zoning standards 
shall be considered as follows: 
 

(a) Legal Nonconforming. Those uses, structures or lots that in whole or part are 
not in conformance with current zoning standards but were legally established at a 
prior date at which time they were in conformance with applicable standards. 
Such uses, structures or lots may be maintained or potentially altered subject to 
the provisions of this Article XXIII. 

 
 (b) Illegal Status. Those uses, structures or lots that, in whole or part, are not in 

conformance with current zoning standards and were not in conformance with 
applicable standards at the time of their inception shall not be considered 
nonconforming, but shall be considered illegal uses, structures or lots and shall 
not be approved for any alteration or expansion, and shall undertake necessary 
remedial measures to reach conformance with current standards, or be 
discontinued. 

 
(2) Time of Adoption. Any use, platted lot and/or structure is a lawful use at the time of 
the adoption of any amendment to this Ordinance, but by such amendment is placed in a 
district wherein such use, platted lot and/or structure is not otherwise permitted shall be 
deemed legal nonconforming. 
 
(3) Annexation. If a use, platted lot and/or structure was in existence at the time of 
annexation to the Town of Hickory Creek, Texas, and has since been in regular and 
continuous use shall be deemed legal nonconforming. 
 
SECTION 3:  Burden of Demonstration. The burden of establishing that any 
nonconformity is a legal nonconformity as defined in this Article XXIII is borne by the 
owner or proponent of such nonconformity. 
 
SECTION 4:  Continuing Lawful Use of Property and Existence of Structures. 
 
(1) Abandonment of Nonconforming Use. If a nonconforming use on a particular parcel 
of land shall cease operations for a period of more than six (6) months, then such 
nonconforming use shall be deemed to be permanently abandoned. For the purpose of 



this paragraph, to "cease operations" means to intentionally terminate operations of the 
nonconforming use. Any nonconforming use that does not involve a permanent type of 
structure or operation and that is moved from the premises shall be considered to have 
been abandoned. 
 
(2) Prohibited Expansion or Reoccupation. A nonconforming use or structure shall not be 
expanded, reoccupied with another nonconforming use or increased as of the effective 
date of this Ordinance, except as provided in Section 6 (Expansion of Nonconforming 
Uses and Structures). 
 
(3) Single Family Residential Uses. 
 

(a) Conforming single family residential uses on platted lots approved prior to 
February 28, 2017, which may now be nonconforming due to stricter standards, 
shall be deemed in conformance with this Ordinance as long as the use of the lot 
is allowed in the respective district. 
 
(b) Only the lot size, depth, setbacks and width shall be allowed to be less than the 
regulations prescribed in the zoning district in which it is located. All other 
regulations of this Ordinance shall be met, or the lot shall be considered 
nonconforming. 

 
(4) Existing Platted Lots are Conforming Lots. Any existing vacant lot platted prior to 
February 28, 2017, that was legally conforming, shall be deemed a conforming lot. 
 
SECTION 5:  Changing Uses and Nonconforming Rights. 
 
(1) Nonconforming Use to Conforming Use. Any nonconforming use may be changed to 
a conforming use, and once such change is made, the use shall not be changed back to a 
nonconforming use. 
 
(2) Nonconforming Use to another Nonconforming Use. A nonconforming use may not 
be changed to another nonconforming use. 
 
(3) Conforming Use in a Nonconforming Structure. Where a conforming use is located in 
a nonconforming structure, the use may be changed to another conforming use provided 
the following criteria are met: 
 

(a) Regardless of whether the land upon which the nonconforming structure is 
located has been previously platted, in any way, no conforming use may be 
operated within said nonconforming structure unless and until any and all 
dedications and conveyances (whether in fee simple, by easement or otherwise) 
are dedicated, conveyed and granted to the Town of Hickory Creek, Texas in 
accordance with Chapter 10 (Subdivision Ordinance Adopted), as amended, of the 
Town of Hickory Creek's Code of Ordinances, and in the form reasonably 
required by the Town of Hickory Creek; 



 
(b) Compliance with Article 3.100 (Construction Codes), as amended, of the 
Town of Hickory Creek's Code of Ordinances; and 
 
(c) Compliance with the process outlined in Section 6 (Expansion of 
Nonconforming Use and Structures). 

 
NOTWITHSTANDING THE FOREGOING SECTION 5(3) (CONFORMING USE IN 
A NONCONFORMING STRUCTURE), CHAPTER 245, TEX. LOC. GOV'T CODE, 
AS AMENDED, ("CHAPTER 245") SHALL NOT APPLY TO THE REQUIREMENTS 
SET FORTH IN THIS SECTION 5(3). IF A CLAIM IS MADE AGAINST THE TOWN 
UNDER CHAPTER 245 WITH REGARD TO THIS SECTION 5(3), THE OPTION 
SET FORTH IN THIS SECTION 5(3) SHALL NOT APPLY AND/OR BE MADE 
AVAILABLE TO AN APPLICANT SEEKING RELIEF UNDER SECTION 5(3). 
 
SECTION 6:  Expansion of Nonconforming Uses and Structures. An expansion of a 
nonconforming use or structure is allowed in accordance with the following. 
 
(1) Nonconforming Use Expansion in Existing Building. A nonconforming use located 
within a building may be extended throughout the existing building, provided: 
 

(a) No structural alteration may be made on or in the building except those 
required by law to preserve such building in a structurally sound condition. 
 
(b) The number of dwelling units or rooms in a nonconforming residential use 
shall not be increased so as to exceed the number of dwelling units or rooms 
existing at the time said use became a nonconforming use. 

 
(2) Nonconforming Use Prohibited from Expansion beyond Existing Building. A 
nonconforming use within a building shall not be extended to occupy any land outside the 
building. 
 
(3) Off-Street Loading and Parking. A nonconforming use of land or building shall not be 
enlarged, increased or extended to occupy a greater area of land than was occupied at the 
time the land or building became a nonconforming use, except to provide off-street 
loading or off-street parking space. 
 
(4) Residential Lot Exemption. The minimum residential lot areas for the various zoning 
districts shall be in accordance with their respective districts except that a lot having less 
area than herein required which was an official "lot of record" prior to February 28, 2017, 
may be used for a single family dwelling. 
 
(5) Reuse of Abandoned or Vacant Buildings by Conforming Uses Allowed. Buildings or 
structures that have been vacant or abandoned for more than six (6) months and do not 
meet the current area regulations or development standards shall be allowed to be re-
occupied by a conforming use, provided the applicant complies with the requirements of 



Section 5(3) (Conforming Use in a Nonconforming Structure) and Section 6 (Expansion 
of Nonconforming Use and Structures). 
 
SECTION 7:  Restoration of Nonconforming Structures. 
 
(1) Total Destruction. If a nonconforming structure is destroyed by fire, the elements or 
other cause, it may not be rebuilt except to conform to the provisions of this Ordinance. 
 
(2) Partial Destruction. In the case of partial destruction of a nonconforming structure not 
exceeding fifty-one percent (51%) of its total appraised value as determined by the 
Denton County Appraisal District, reconstruction will be permitted, but the existing 
square footage or function of the nonconforming structure cannot be expanded. 
 
SECTION 8:  Movement of Nonconforming Structures. 
 
(1) Relocation of a Nonconforming Structure within a Platted Lot. Nonconforming 
structures may be relocated within the same platted lot. 
 
(2) Compliance. Nonconforming structures shall comply with all setback and screening 
requirements. 
 
SECTION 9:  Completion of Structures. Nothing herein contained shall require any 
change in the plans, construction or designated use of the following. 
 
(1)  Approved Building. A building or structure for which a building permit has been 
issued or a Site Plan approved prior to February 28, 2017. 
 
(2) Building in the Approval Process. A building or structure for which a complete 
application for a building permit was accepted by the Chief Building Official on or before 
the effective date of these regulations; provided, however, that such building permit shall 
comply with all applicable ordinances in effect on the date such application was filed. 
 
SECTION 10:  Amortization of Nonconforming Uses. 
 
(1) Initiation of Compliance Case. Any person who resides or owns real property in the 
Town may request that the Town Council establish a compliance date for a 
nonconforming use.  Additionally, the Town Council by its own initiation may institute 
proceeding to consider and establish a compliance date for a non-conforming use.  
 
(2) Public Hearing Process. Upon receiving a request under Section 10(1) (Initiation of 
Compliance Case), Town staff shall schedule the First Public Hearing before the Town 
Council. 
 

(a) First Public Hearing. The Town Council shall hold a public hearing to 
determine whether the continued operation of the nonconforming use will have an 
adverse effect on nearby properties; it shall schedule a second public hearing to 



establish a compliance date for the nonconforming use; otherwise, it shall not. In 
determining whether the continued use will have an adverse effect on nearby 
properties, the Town Council shall consider the following factors: 

 
(i) The character of the surrounding neighborhood. 
 
(ii) The degree of incompatibility of the use to the zoning district in which 
it is located. 
 
(iii) The manner in which the use is being conducted. 
 
(iv) The hours of operation of the use. 
 
(v) The extent to which continued operation of the use may threaten public 
health or safety. 
 
(vi) The environmental impact of the use's operations, including but not 
limited to the impacts of noise, glare, dust and odor. 
 
(vii) The extent to which public disturbances and nuisances may be 
created or perpetuated by continued operation of the use. 
 
(viii) The extent to which traffic or parking problems may be created or 
perpetuated by continued operation of the use. 
 
(ix) Any other factors relevant to the issue or whether continued operation 
of the use will adversely affect nearby properties. 
 
(x) Notwithstanding anything to the contrary herein, the Town Council 
cannot amortize a use described in Section 2(1) (Temporary Zoning 
Annexed Territory). 

 
 (b) Second Public Hearing. 
 

(i) If the Town Council has determined at the first public hearing that the 
nonconforming use will have an adverse effect on nearby properties, it 
shall hold a second public hearing to establish a compliance date for the 
nonconforming use under a plan whereby the owner's actual investment in 
the use before the time that the use became nonconforming can be 
amortized within a definite time period. The following factors must be 
considered by the Town Council in determining a reasonable amortization 
period: 

 
(A) The owner's capital investment in structures, fixed equipment 
and other assets (excluding inventory and other assets that may be 



feasibly transferred to another site) on the property before the time 
the use became nonconforming. 
 
(B) Any costs that are directly attributable to the establishment of a 
compliance date, including demolition expenses, relocation 
expenses, termination of leases and discharge of mortgages. 
 
(C) Any return on investment since inception of the use, including 
net income and depreciation. 
 
(D) The anticipated annual recovery of investment, including net 
income and depreciation. 
 
(E) A reasonable wind-up period for the nonconforming use. 

 
(ii) If the Town Council, at the first public hearing, requests financial 
documentation and/or records from the owner relating to the factors listed 
directly above, the owner shall provide said documents and/or records at 
least thirty (30) days before the second public hearing. If the owner does 
not provide said documentation and/or records, the Town Council is 
authorized to make its determination of a compliance date based upon any 
reasonably available public records, as well as public testimony at the 
hearing. Failure by owner to provide the requested financial documents 
and/or records shall not prevent the Town Council from setting a 
compliance date. 

 
SECTION 11:  Ceasing Operations. If the Town Council establishes a compliance date 
for a nonconforming use, the use must cease operations on that date and it may not 
operate thereafter unless it becomes a conforming use. 
 
SECTION 12: Termination, Abandonment or Change in Ownership. When such 
nonconforming use is terminated, abandoned, or ownership is changed or transferred, all 
future users or new owners must obtain permission from appropriate governing bodies of 
the Town of Hickory Creek for continued or different nonconforming uses. 
 
SECTION 13: Definitions. For purposes of this Article XXIII, "owner" means the owner 
of the nonconforming use at the time of the Town Council's determination of a 
compliance date for the nonconforming use. 
 
SECTION 14:  Finality of Decisions. 
 

(1) Decisions that Cannot be Immediately Appealed. A decision by the Town 
Council that the continued operation of a nonconforming use will have an adverse 
effect on neighboring property, and the Town Council's decision to schedule a 
second public hearing to establish a compliance date is final and cannot be 
immediately appealed. 



 
(2) Decision to Deny a Request to Establish a Compliance Date. A decision by the 
Town Council to deny a request to establish a compliance date is final. 

(3) Decision Setting a Compliance Date. A decision by the Town Council setting a 
compliance date is final. 

 
3.02 All other articles, chapters, sections, subsections, paragraphs, sentences, 

phrases and words, are not amended but are hereby ratified and affirmed. 
 

SECTION 4 
CUMULATIVE REPEALER 

 
This Ordinance shall be cumulative of all other Ordinances and shall not repeal any 

of the provisions of such Ordinances except for those instances where there are direct 
conflicts with the provisions of this Ordinance.  Ordinances, or parts thereof, in force at the 
time this Ordinance shall take effect and that are inconsistent with this Ordinance are 
hereby repealed to the extent that they are inconsistent with this Ordinance.  Provided 
however, that any complaint, action, claim or lawsuit which has been initiated or has arisen 
under or pursuant to such other Ordinances on the date of adoption of this Ordinance shall 
continue to be governed by the provisions of such Ordinance and for that purpose the 
Ordinance shall remain in full force and effect. 

 
SECTION 5 
SAVINGS 

 
All rights and remedies of the Town of Hickory Creek, Texas are expressly saved 

as to any and all violations of the provisions of the Town’s Code of Ordinances or of any 
other ordinance affecting nonconforming uses and structures, which have been secured at 
the time of the effective date of this Ordinance; and, as to such accrued violations and all 
pending litigation, both civil and criminal, whether pending in court or not, under such 
ordinances same shall not be affected by this Ordinance but may be prosecuted until final 
disposition by the court. 

 
SECTION 6 

SEVERABILITY 
 
The provisions of this Ordinance are severable.  However, in the event this 

Ordinance or any procedure provided in this Ordinance becomes unlawful, or is declared 
or determined by a judicial, administrative or legislative authority exercising its jurisdiction 
to be excessive, unenforceable, void, illegal or otherwise inapplicable, in whole or in part, 
the remaining and lawful provisions shall be of full force and effect and the Town shall 
promptly promulgate new revised provisions in compliance with the authority’s decision 
or enactment. 

 



SECTION 7 
ENGROSSMENT AND ENROLLMENT 

 
The Town Secretary is hereby directed to engross and enroll this Ordinance by 

copying the exact Caption and Effective Date clause in the minutes of the Town Council 
and by filing this Ordinance in the Ordinance records of the Town. 

 
SECTION 8 

EFFECTIVE DATE 
 

This Ordinance shall become effective from and after its date of passage in 
accordance with law. 
 

AND IT IS SO ORDAINED. 
 
 PASSED AND APPROVED by the Town Council of the Town of Hickory Creek, 
Texas, this the 21st day of March, 2017.  
 
 
 
 
      
Lynn C. Clark, Mayor 
Town of Hickory Creek, Texas 
 
 
 
ATTEST: 
 
 
      
Kristi K. Rogers, Town Secretary 
Town of Hickory Creek, Texas 
 
 
 
 
APPROVED AS TO FORM: 
 
 
      
Lance Vanzant, Town Attorney 
Town of Hickory Creek, Texas 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.6

Consider and act on an ordinance of the Town Council of the Town of Hickory Creek, Texas amending the 

Town’s Code of Ordinances, Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article III: Definitions and 

Article XXIV: Vehicle Parking Regulations.



TOWN OF HICKORY CREEK 
ORDINANCE NO. 2017-03-760 

 
AN ORDINANCE OF THE TOWN OF HICKORY CREEK, TEXAS 
AMENDING THE TOWN’S CODE OF ORDINANCES, CHAPTER 
14: ZONING, EXHIBIT A ZONING ORDINANCE, ARTICLE III: 
DEFINITIONS AND ARTICLE XXIV: VEHICLE PARKING 
REGULATIONS; PROVIDING FOR INCORPORATION OF 
PREMISES; PROVIDING FOR FINDINGS; PROVIDING FOR 
AMENDMENTS TO THE CODE OF ORDINANCES; PROVIDING 
A CUMULATIVE REPEALER CLAUSE; PROVIDING FOR 
SAVINGS; PROVIDING FOR SEVERABILITY; PROVIDING FOR 
ENGROSSMENT AND ENROLLMENT; AND PROVIDING AN 
EFFECTIVE DATE. 
 

 WHEREAS, the Town of Hickory Creek is a Type A General Law Municipality 
located in Denton County, Texas created in accordance with the provisions of the Texas 
Local Government Code and operating pursuant to the enabling legislation of the State of 
Texas; and 
  
 WHEREAS, Title 7, Chapter 211.003 of the Texas Local Government Code 
empowers a municipality to, among other things, establish and amend zoning districts, 
classifications of land use, adopt a comprehensive plan to regulate the use of land and open 
spaces, adopt and amend zoning regulations, regulate population density, and regulate the 
use and location of buildings; and  
 
 WHEREAS, the Town Planning and Zoning Commission and Town Council have 
held the requisite public hearings; and 
 
 WHEREAS,  the Town Council, in its legislative discretion has concluded that the 
revisions to the zoning ordinance as indicated herein should be adopted. 
 
 NOW THEREFORE BE IT ORDAINED BY THE TOWN COUNCIL OF 
THE TOWN OF HICKORY CREEK, TEXAS: 
 

SECTION 1 
INCORPORATION OF PREMISES 

 
 The above and foregoing premises are true and correct and are incorporated herein 
and made a part hereof for all purposes. 
 
 
 
 
 
 



SECTION 2 
FINDINGS 

 
 After due deliberations, the Town Council has concluded that the adoption of this 
Ordinance is in the best interest of the Town of Hickory Creek, Texas, and of the public 
health, safety and welfare. 
 

SECTION 3 
AMENDMENTS 

 
 3.01 That Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article III: 
Definitions, is hereby amended to add the following definition to be alphabetized with the 
existing terms: 
 

“Article III  Definitions 
 
“(74) PARKING SPACE: Open space or garage space reserved exclusively for 
the parking of an automobile vehicle that has a minimum rectangular area of nine 
(9) feet in width and eighteen (18) feet in length." 

 
 3.02 That Chapter 14: Zoning, Exhibit A Zoning Ordinance, Article XXIV: 
Vehicle Parking Regulations, Section 2 is hereby amended read as follows: 
 
 “SECTION 2: In all zoning districts, all parking spaces shall be as listed and the 
standard minimum parking space shall be no less than nine (9) feet by eighteen (18) feet." 
 

3.03 All other articles, chapters, sections, subsections, paragraphs, sentences, 
phrases and words, are not amended but are hereby ratified and affirmed. 
 

SECTION 4 
CUMULATIVE REPEALER 

 
This Ordinance shall be cumulative of all other Ordinances and shall not repeal any 

of the provisions of such Ordinances except for those instances where there are direct 
conflicts with the provisions of this Ordinance.  Ordinances, or parts thereof, in force at the 
time this Ordinance shall take effect and that are inconsistent with this Ordinance are 
hereby repealed to the extent that they are inconsistent with this Ordinance.  Provided 
however, that any complaint, action, claim or lawsuit which has been initiated or has arisen 
under or pursuant to such other Ordinances on the date of adoption of this Ordinance shall 
continue to be governed by the provisions of such Ordinance and for that purpose the 
Ordinance shall remain in full force and effect. 

 
 
 
 
 



SECTION 5 
SAVINGS 

 
All rights and remedies of the Town of Hickory Creek, Texas are expressly saved 

as to any and all violations of the provisions of the Town’s Code of Ordinances or of any 
other ordinance affecting zoning, which have been secured at the time of the effective date 
of this Ordinance; and, as to such accrued violations and all pending litigation, both civil 
and criminal, whether pending in court or not, under such ordinances same shall not be 
affected by this Ordinance but may be prosecuted until final disposition by the court. 

 
SECTION 6 

SEVERABILITY 
 
The provisions of this Ordinance are severable.  However, in the event this 

Ordinance or any procedure provided in this Ordinance becomes unlawful, or is declared 
or determined by a judicial, administrative or legislative authority exercising its jurisdiction 
to be excessive, unenforceable, void, illegal or otherwise inapplicable, in whole or in part, 
the remaining and lawful provisions shall be of full force and effect and the Town shall 
promptly promulgate new revised provisions in compliance with the authority’s decision 
or enactment. 

 
SECTION 7 

ENGROSSMENT AND ENROLLMENT 
 

The Town Secretary is hereby directed to engross and enroll this Ordinance by 
copying the exact Caption and Effective Date clause in the minutes of the Town Council 
and by filing this Ordinance in the Ordinance records of the Town. 

 
SECTION 8 

EFFECTIVE DATE 
 

This Ordinance shall become effective from and after its date of passage in 
accordance with law. 
 

AND IT IS SO ORDAINED. 
 
 PASSED AND APPROVED by the Town Council of the Town of Hickory Creek, 
Texas, this the 21st day of March, 2017.  
 
 
 
 
      
Lynn C. Clark, Mayor 
Town of Hickory Creek, Texas 
 



ATTEST: 
 
 
      
Kristi K. Rogers, Town Secretary 
Town of Hickory Creek, Texas 
 
 
 
 
APPROVED AS TO FORM: 
 
 
      
Lance, Vanzant, Town Attorney 
Town of Hickory Creek, Texas 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.7

Consider and act on an ordinance cancelling the May 6, 2017 General Election.



TOWN OF HICKORY CREEK 
ORDINANCE NO. 2017-03-761 

 
AN ORDINANCE OF THE TOWN COUNCIL OF THE TOWN OF HICKORY CREEK 
DECLARING UNOPPOSED CANDIDATES IN THE MAY 6, 2017 GENERAL TOWN 
ELECTION; PROVIDING FOR DECLARATION OF OFFICE; PROVIDING FOR 
CANCELLATION; PROVIDING FOR SEVERABILITY; AND PROVIDING AN 
EFFECTIVE DATE. 
 

WHEREAS, the Town of Hickory Creek, Texas is a Type “A” General Law Municipality 
located in Denton County, Texas, created in accordance with the provisions of the Texas Local 
Government Code and operating pursuant to the enabling legislation of the State of Texas; and  

 
WHEREAS, the general election for the Town of Hickory Creek, as set forth by the Texas 

Election Code, was called to be held on May 6, 2017 for the purpose of electing Town Council 
members to fill the following terms on the Town of Hickory Creek Town Council:  Place 1, Place 
3 and Place 5; each term being for a period of two years.; and 
 

WHEREAS, the Town Secretary has certified in writing that there is no proposition on the 
ballot, that no person has made a declaration of write-in candidacy, and that each candidate on the 
ballot is unopposed for election to office; and 
 

WHEREAS, under these circumstances, Subchapter C, Chapter 2, Election Code, 
authorizes the town council to declare the candidates elected to office and cancel the election. 
 

NOW, THEREFORE, BE IT ORDAINED BY THE TOWN COUNCIL OF THE 
TOWN OF HICKORY CREEK, TEXAS, THAT: 

 
SECTION 1 

DECLARATION OF OFFICE 
 
 The following candidates, who are unopposed in the May 6, 2017 general town election, 
are declared elected to office, and shall be issued certificates of election following the time the 
election would have been canvassed: 
   
   Tracee Elrod    Council Place 1 
 
   Chris Gordon   Council Place 3 
 
   Ian Theodore   Council Place 5 

 
 

SECTION 2 
CANCELLATION 

 
 The May 6, 2017 General Town Election is canceled, and the Town Secretary is directed 
to cause a copy of this Ordinance to be posted on Election Day at each polling place that would 
have been used in the election. 
 



 
SECTION 3 

SEVERABILITY 
 

 The provisions of this Ordinance are severable.  However, in the event this Ordinance or 
any procedure provided in this Ordinance becomes unlawful, or is declared or determined by a 
judicial, administrative or legislative authority exercising its jurisdiction to be excessive, 
unenforceable, void, illegal or otherwise inapplicable, in whole or in part, the remaining and lawful 
provisions shall be of full force and effect and the Town shall promptly promulgate new revised 
provisions in compliance with the authority’s decision or enactment. 
 

SECTION 4 
EFFECTIVE DATE 

 
 This Ordinance shall become effective immediately upon its passage and approval. 
  
AND IT IS SO ORDAINED. 
 
PASSED AND APPROVED by the Town Council of the Town of Hickory Creek, Texas this 21st 
day of March, 2017. 
 
 
       APPROVED: 
 
 
 
       ________________________ 
       Lynn C. Clark., Mayor 
 
 
ATTEST: 
 
 
 
__________________________ 
Kristi K. Rogers, Town Secretary 
 
 
 
APPROVED AS TO FORM: 
 
 
 
__________________________ 
Lance Vanzant, Town Attorney 
   
 
    



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.8

Consider and act on nomination of the 2016 Hickory Creek Business of the Year.

The following businesses were nominated for 2016 Hickory Creek Business of the Year:

IHop

Rice Pot

Starbucks



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.9

Consider and act on nomination of the 2016 Hickory Creek Citizen of the Year.

The following citizens have been nominated for 2016 Hickory Creek Citizen of the Year:

Melissa Hentschel

Susan Irwin

Porter Walker



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.10

Consider and act on nomination of the 2016 Hickory Creek Scholar of the Year.

Lake Dallas High School recommended Corina Marin and Andrea Peters for 2016 Hickory 

Creek Scholar of the Year.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.11

Consider and act on nomination of the 2016 Hickory Creek Sportsman of the Year.

Lake Dallas High School recommended Amy Howard and Garren Schantz for 2016 Hickory 

Creek Sportsman of the Year.
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AFTER RECORDING, PLEASE RETURN TO: 
__________________________ 
__________________________ 
__________________________ 
Attn: _____________________ 

FIRST AMENDMENT OF DEVELOPMENT AGREEMENT 

THIS FIRST AMENDMENT OF DEVELOPMENT AGREEMENT (this "First 
Amendment") is made and entered into as of the 21st day of March, 2017 (the "Effective Date") 
by and among the TOWN OF HICKORY CREEK, TEXAS (the "Town"),  ALAN H. 
GOLDFIELD and SHIRLEY M. ABERNATHY successors in interest to AS GOLD LP, a 
Texas limited partnership ("AS Gold"), and CTMGT TURBEVILLE, LLC, a Texas limited 
liability company ("CTMGT Turbeville"), collectively referred to herein as the "Parties" and, 
each, a "Party," with reference to the following facts: 

W I T N E S S E T H: 

WHEREAS, AS Gold, as owner, and the Town entered into that certain Development 
Agreement dated effective November 15, 2011 and recorded on December 14, 2011, as Instrument 
Number 2011-119347 in the Official Records of Denton County, Texas (the "Development 
Agreement"); and 

WHEREAS, on or about December 19, 2011, AS Gold conveyed to CTMGT Turbeville 
that certain tract or parcel of land referenced in the Development Agreement as Tract 1 North 
(herein so called), and concurrently therewith, by way of that certain Assignment of Development 
Agreement dated as of December 19, 2011 and recorded on December 21, 2011, as Document 
Number 2011-121834 in the Official Records of Denton County, Texas (the "Assignment"), 
AS Gold assigned all of its rights, titles, interests, liabilities and obligations in and to the 
Development Agreement related to Tract 1 North to CTMGT Turbeville; and 

WHEREAS, on or about December 19, 2011, AS Gold conveyed to CTMGT Turbeville 
that certain tract or parcel of land referenced in the Development Agreement as Tract 3 North 
(herein so called), and concurrently therewith, by way of that certain Assignment of Development 
Agreement dated as of December 19, 2011 and recorded on December 21, 2011, as Document 
Number 2011-121834 in the Official Records of Denton County, Texas (the "Assignment"), 
AS Gold assigned all of its rights, titles, interests, liabilities and obligations in and to the 
Development Agreement related to Tract 3 North to CTMGT Turbeville; and 

WHEREAS, on or about April 30, 2012, AS Gold conveyed to T Chateau Event Center, 
LLC that certain tract or parcel of land referenced in the Development Agreement as Tract 2 - 
North (herein so called); and 

WHEREAS, Alan H. Goldfield and Shirley M. Abernathy and CTMGT Turbeville are the 
current parties comprising the Owner of the Property (as such terms are defined in the 
Development Agreement); and 
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WHEREAS, the Development Agreement, as affected by the Assignment, is hereinafter 
referred to as the "Agreement"; and 

WHEREAS, the Parties wish to amend the Agreement in accordance with the terms set 
forth herein; 

NOW, THEREFORE, in consideration of the mutual covenants set forth herein and other 
good and valuable consideration, the receipt and sufficiency of which the Parties hereby acknowledge, 
the parties agree as follows: 

1. Incorporation of Recitals. The foregoing recitals form a material part of this First 
Amendment and are incorporated herein as if fully rewritten and restated at length herein. 

2. Capitalized Terms; Captions. Except as otherwise expressly provided herein, 
capitalized terms used in this First Amendment shall have the definitions ascribed to such terms in 
the Agreement. The captions set forth herein are for convenience only, shall not be deemed part of 
this First Amendment and in no way define, limit, extend or describe the scope or intent of any 
provisions hereof. 

3. Agreement. 

(a) The title of Section 6.2 shall be amended to read as follows: 

"Strategic Partnership Agreement; Exceptions." 

(b) Section 6.2 shall be amended to add a new subsection (d) which shall read 
as follows:  

"(d) Within seven (7) days of the receipt by Owner of the first Certificate 
of Occupancy for any commercial improvement, including bed and 
breakfast establishments, on Tract 2 North, unless otherwise agreed to 
between Owner and the Town, Owner shall submit to the Town a petition 
for voluntary full purpose annexation of Tract 2 North.  After submission 
of such petition to the Town, Owner shall make diligent efforts to timely 
and fully comply with the completion of any documentation and/or other 
assistance required by the Town in the course of the annexation process. If 
for any reason the Owner fails to timely submit a petition for annexation as 
described above in this subsection (d), the Town may initiate full purpose 
annexation of the Tract 2 North pursuant to Texas Local Government Code 
Chapter 43, Subchapter C-1, or other such provisions governing voluntary 
annexation of land as may then exist.  After submission to the Town, Owner 
shall be deemed to have expressly and irrevocably consented to full purpose 
annexation of Tract 2 North.  Owner further agrees that, upon the 
occurrence of the full purpose annexation as contemplated by this 
subsection (d), such annexation by the Town shall be deemed voluntary, 
and not subject to the requirements and procedures for an annexation plan 
as set forth by the Texas Local Government Code 43.052, or successor 
statute.  No provision contained herein shall serve to delegate or contravene 
the Town council's legislative discretion." 
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(c) The first sentence in Section 3 of Exhibit C to the Agreement is hereby 
deleted in its entirety and the following substituted in lieu thereof: 

"The Property may be developed with high density residential development 
and commercial development, as follows [and all such development shall 
allow for the on-premises sale and consumption of alcohol consistent with 
applicable law]:" 

(d) Section 3(a)(vi) of Exhibit C to the Agreement is hereby deleted in its 
entirety and the following substituted in lieu thereof: 

"Country clubs (to clarify, the foregoing use shall include, without limiting 
the generality thereof, (1) restaurants, (2) public and private event venues, 
(3) convention centers, and/or (4) sporting facilities (e.g., tennis, golf, etc.) 
common to country clubs);" 

(e) Sections 3(a)(ix) and 3(a)(x) of Exhibit C to the Agreement are hereby 
deleted in their entirety and the following substituted in lieu thereof: 

"(ix) Public or private parks, trails, and similar recreational uses (to 
clarify, the foregoing uses shall include, without limiting the generality 
thereof, public and private sporting and gaming events);  

(x) Hotel, hospitality resort and/or public/private event venues, 
which may include, without limitation, (1) restaurants, (2) public and 
private event venues, (3) convention centers, (4) public and private 
sporting and recreational facilities (e.g., tennis, golf, etc.), (5) hotel and 
apartment hotel, and/or (6) other amenities commonly provided at four, 
five and/or six star hotels; and 

(xi) Home occupations as an accessory use to a permitted principal 
use." 

(f) The first sentence in Section 3(b) of Exhibit C to the Agreement is hereby 
deleted in its entirety and the following substituted in lieu thereof: 

""High density residential development" means one or more of the 
following uses: detached single family residential (including, but not 
limited to, zero lot line homes), attached single family residential, 
duplex, multi-family residential, hotels (e.g., all-suite, extended stay, 
etc.) and bed and breakfast establishments." 

4. Estoppel. There are no obligations of any Party under the Agreement that are in 
default or, with the giving of notice or passage of time would cause such Party to be in default. To 
the best knowledge and belief of the Town, CTMGT Turbeville and AS Gold, each Party is in 
compliance with its respective duties and obligations under the Agreement. 

5. Successors and Assigns. This First Amendment shall be binding upon and shall 
inure to the benefit of the Parties hereto and their respective heirs, legal representative, successors 
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and assigns.  Successors-in-interest to the Parties, whether now existing or hereafter occurring, 
may rely upon and enforce the Agreement, as modified hereby, with regards to the property owned 
by such successor. 

6. Conflicts. In the event of a conflict or ambiguity between the Agreement and this 
First Amendment, the terms of this First Amendment shall control. 

7. Counterparts; Authority. This First Amendment may be executed in multiple 
counterparts, each of which when executed and delivered shall be deemed an original and all of 
which together shall constitute one and the same instrument.  The undersigned represents and 
warrant, respectively, that such Parties have the authority to enter into this First Amendment. 

8. Entire Agreement. The Agreement, as modified by this First Amendment, 
constitutes the entire agreement of the Parties hereto with respect to the subject matter hereof and 
supersedes all prior agreements and understandings, both written and oral, among the Parties, or 
any of them, with respect to the subject matter hereof. 

9. Ratification. Except as expressly modified by this First Amendment, all of the 
terms set forth in the Agreement are hereby ratified and confirmed and remains in full force and 
effect. 

10. IN WITNESS WHEREOF, the Parties hereto have caused this First Amendment to 
be executed as of the Effective Date. 

ATTEST: 

By:   
Name: Kristi K. Rogers 
Title: Town Secretary 

APPROVED AS TO FORM AND 
LEGALITY: 

By:   
Name: Lance Vanzant 
Title: Town Attorney 

TOWN: 

TOWN OF HICKORY CREEK 

By:   
Name: Lynn C. Clark 
Title: Mayor 

STATE OF TEXAS § 
COUNTY OF DENTON § 
 

This instrument was acknowledged before me on this _____ day of March, 2017, by LYNN 
C. CLARK, the Mayor of the TOWN OF HICKORY CREEK, TEXAS, on behalf of said town. 

____________________________________ 
Notary Public, State of Texas 
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By:      

Name: Alan H. Goldfield 

STATE OF TEXAS § 
 § 
COUNTY OF _____________ § 

This instrument was acknowledged before me on this _____ day of March, 2017, by ALAN 
H. GOLDFIELD,  

____________________________________ 
Notary Public, State of Texas 
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By:   
Name: Shirley M. Abernathy 

STATE OF TEXAS § 
 § 
COUNTY OF _____________ § 

This instrument was acknowledged before me on this _____ day of March, 2017, by 
SHIRLEY M. ABERNATHY. 

____________________________________ 
Notary Public, State of Texas 
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CTMGT TURBEVILLE: 

CTMGT TURBEVILLE, LLC, 
a Texas limited liability company 
By: Centamtar Terras, LLC, 

a Texas limited liability company, 
its Manager 
By: CTMGT, LLC, 
 a Texas limited liability company, 
 its Manager 

By:   
Name: Mehrdad Moayedi 
By: Manager 

STATE OF TEXAS § 
 § 
COUNTY OF _____________ § 

This instrument was acknowledged before me on this _____ day of March, 2017, by 
MEHRDAD Moayedi, the Manager of CTMGT, LLC, a Texas limited liability company, the 
Manager of CENTAMTAR TERRAS, LLC, a Texas limited liability company, in its capacity as 
Manager of CTMGT Turbeville, LLC, on behalf of said limited liability company. 

____________________________________ 
Notary Public, State of Texas 
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 The undersigned, T. Chateau Event Center, LLC, hereby approves this First Amendment, 
and further acknowledges and agrees to be bound by the terms and conditions contained in the 
Development Agreement, as modified by this First Amendment. 

T. CHATEAU EVENT CENTER, LLC: 

T. Chateau Event Center, LLC 
a Texas limited liability company  

By:  
 
 
 
By:   
Name: Zaffar Tabani 
By: ______________________________ 

STATE OF TEXAS § 
 § 
COUNTY OF _____________ § 

 This instrument was acknowledged before me on this _____ day of March, 2017, by 
ZAFFAR TABANI, the ______________ of T. Chateau Event Center, LLC, a Texas limited 
liability company, on behalf of said limited company. 
 
 
 
 
 

____________________________________ 
       Notary Public, State of Texas 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.13

Consider and act on a resolution of the Town of Hickory Creek, Texas approving amendments to the Town 

of Hickory Creek Personnel Policy Manual.



  

TOWN OF HICKORY CREEK 
RESOLUTION NO. 2017- 0321-2 

 
A RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF 
HICKORY CREEK, TEXAS APPROVING AMENDMENTS TO THE 
TOWN OF HICKORY CREEK PERSONNEL POLICY MANUAL.  

  
WHEREAS, the Town of Hickory Creek adopted the Town of Hickory Creek 

Personnel Policy Manual on March 20 2007, and amended the manual on March 17, 2009 
providing rules and procedures governing all employees of the Town; and  
 

WHEREAS, periodic updates, amendments or revisions are necessary in order to 
address changes to the Town’s employment policies initiated by state or federal law 
changes as well as Town-initiated updates; and 
  

WHEREAS, it has hereby been determined by the Town Council of the Town of 
Hickory Creek that is it in the best interest and welfare of the Town of Hickory Creek and 
its employees to approve said updates and amendments of the Town Personnel Policy 
Manual as attached in Exhibit “A” hereto. 
 

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF 
THE TOWN OF HICKORY CREEK, TEXAS: 

 
SECTION 1 

  
That, the above findings are hereby found to be true and correct and are 

incorporated herein in their entirety. 
 

SECTION 2 
 
 That, the Town Council of the Town of Hickory Creek, Texas hereby approves 
certain amendments, revisions and updates to the Town of Hickory Creek Personnel Policy 
Manual as attached in Exhibit “A” attached hereto. 

 
  

 
 PASSED AND APPROVED this the 21st day of March, 2017. 
 

     
  

 
  _______________________________ 

       Lynn C. Clark., Mayor 
                   Town of Hickory Creek, Texas 

 
 



  

ATTEST: 
 
 
 
______________________________ 
Kristi K. Rogers, Town Secretary 
Town of Hickory Creek, Texas 

 
 
 

APPROVED AS TO FORM: 
 
 

 
______________________________ 
Lance Vanzant, Town Attorney 
Town of Hickory Creek, Texas 
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CHAPTER 1 – TOWN POLICIES 
 

Section 1.1 
Introduction 

 
The purpose of the personnel policy manual is to promote understanding, cooperation, 
efficiency and unity, all of which come through the systematic application of established 
procedures in personnel management and administration; and to provide a uniform policy 
for all employees, with all the benefits such a program ensures. This manual is designed to 
acquaint all employees with the Town and provide information about working conditions, 
employee benefits, and policies affecting employment. Employees should read, understand, 
and comply with all provisions of the manual. It describes many responsibilities as an 
employee and outlines the programs developed by the Town to benefit employees.  It is not 
intended to give specific guidelines for every conceivable personnel action, but rather help 
assure fair and consistent treatment. Because of the variety of services performed by the 
Town, it may be necessary for individual departments to establish codes of conduct, rules 
and regulations, and policies and procedures to accomplish departmental responsibilities. 
All such departmental rules/policies may be more restrictive, but not less restrictive than the 
policies. An employee who violates departmental code of conduct, rules, policy or procedure 
is subject to disciplinary action. 
 
The Town reserves the authority to modify, revoke, interpret, or terminate any or all the rules 
and regulations specified in the personnel policy manual in whole or in part, at any time, with 
or without notice. The issuance of the personnel policy manual does not constitute an 
express or implied contract between the Town of Hickory Creek and its employees. Town 
supervisory personnel shall not make any representation to employees or applicants 
concerning the terms or conditions of employment with the Town of Hickory Creek which are 
not consistent with the personnel policy manual. 

 
Section 1.2 

At-Will Employment  
 

Employment with the Town of Hickory Creek is on an at-will basis. Employment with the 
Town is for no fixed or definite term. At-will employment means that both the employee 
and/or the Town have the right to terminate employment at any time, with or without notice, 
and with or without cause. No agreement or promise regarding an employee's terms or 
conditions of employment is binding on the Town unless such agreement is in writing, 
approved by the Town Council, and signed by the Mayor.   This personnel policy manual 
does not constitute a contract of employment.  Nothing in this personnel policy manual is 
intended to alter the continuing at-will status of employment with the Town.    

 
Section 1.3 

Equal Opportunity Employer 
 
The Town is an equal opportunity employer. Discrimination against any person in 
recruitment, examination, selection, appointment, rate of pay, promotion and transfer, 
retention, daily working conditions, training, awards, compensation and benefits, disciplinary 
measures or any other aspect of employment because of age, race, color, religion, sex, 
national origin, disability, genetics, veteran’s status or other unlawful basis, is prohibited. 
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Section 1. 4 
Sexual and Other Unlawful Harassment  

 
All Town employees are entitled to a workplace free of unlawful harassment by 
management, supervisors, co-workers, citizens, and vendors.  This means that each 
employee must be respectful of others and act professionally. Town employees are also 
prohibited from engaging in unlawful harassment of other employees, citizens, vendors, and 
all other third parties. 
 
Sexual Harassment 
 
All types of sexual harassment are prohibited.  Unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual 
harassment when: 
 

• submission to such conduct is made, either explicitly or implicitly, a term or 
condition of an individual's employment; or 

 
• submission to or rejection of such conduct by an individual is used as a basis 

for employment decisions affecting such individual; or 
 

• such conduct has the purpose or effect of unreasonably interfering with an 
individual's work performance or creating an intimidating, hostile, or offensive 
work environment. 

 
Sexual harassment may include a range of subtle and not so subtle behaviors and may 
involve individuals of the same or different gender. Sexual harassment does not require 
sexual attraction or interest.  This policy prohibits sexual advances and requests for sexual 
favors, sexual jokes and innuendo; comments about bodies, sexual prowess, sexual 
preferences, sexual experiences or sexual deficiencies; leering, whistling, or touching; 
verbal abuse of a sexual nature, including insulting or obscene comments or gestures; 
display in the workplace of sexually suggestive objects or pictures, including nudity and 
pornography; and all inappropriate conduct of a sexual nature, whether it be physical, verbal 
or visual conduct. 
  
Other Prohibited Harassment 
 
In addition to the Town’s prohibition against sexual harassment, harassment on the basis of 
any other legally protected characteristic is also strictly prohibited. This means that verbal 
or physical conduct that singles out, denigrates, or shows hostility or aversion toward 
someone because of race, religion, color, national origin, age, disability, genetics, veteran 
status, citizenship, or any other characteristic protected by law is also prohibited.   
 
Prohibited conduct includes, but is not limited to, epithets, slurs and negative stereotyping; 
threatening, intimidating, or hostile conduct; denigrating jokes and comments; and writings 
or pictures, that single out, denigrate, or show hostility or aversion toward someone on the 
basis of a protected characteristic. Conduct, comments, or innuendoes that may be 
perceived by others as offensive are wholly inappropriate and are strictly prohibited.   
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This policy also prohibits sending, showing, sharing, or distributing in any form, inappropriate 
jokes, pictures, comics, stories, etc., including but not limited to via facsimile, e-mail, cell 
phone or other electronic devices, social media, and/or the Internet, such as YouTube and 
Facebook. Harassment of any nature, when based on race, religion, color, sex, national 
origin, age or disability, genetics, veteran status, citizenship or any other characteristic 
protected by law is prohibited and will not be tolerated.  
 
This policy applies to Town employees, citizens, vendors, and other visitors to the 
workplace. 
 
Mandatory Reporting 
 
The Town requires that employees report all perceived incidents of harassment, regardless 
of the offender’s identity or position.  Any employee who observes or otherwise learns of 
possible harassment in the workplace or who feels that harassment has occurred or has 
been subjected to conduct prohibited by this policy must report it immediately to:  
 

• the Department Head; 
• the Town Administrator; or 
• the Mayor. 
 

Any supervisor, manager, or department head who becomes aware of possible conduct 
prohibited by this policy must immediately advise the department head and /or the Town 
Administrator.  A formal Complaint Form is available from the Town Administrator.  
 
Under this policy, an employee may report to and/or contact the Town Administrator, without 
regard to the employee’s normal chain of command: 
 
John M. Smith, Jr. 
Town Administrator 
1075 Ronald Reagan Avenue 
Hickory Creek, TX 75065 
940-497-2528 
469-463-2656 
john.smith@hickorycreek-tx.gov 
Voice messages or e-mails may be left at any time. 
 
Investigation 
 
All reports of prohibited conduct will be investigated promptly and in as confidential a manner 
as possible.  The investigation may include individual interviews with the parties involved 
and, where necessary, with individuals who may have other relevant knowledge. All 
employees are required to cooperate with the investigation and to maintain confidentiality.  
 
Retaliation Prohibited 
 
Retaliation against employees who make a good faith charge or report of prohibited conduct 
or who assist in a complaint investigation is prohibited.  Acts of retaliation must be reported 
immediately as set out above.   
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Responsive Action 
 
Misconduct constituting harassment or retaliation will be dealt with appropriately.  Discipline, 
up to and including dismissal, will be imposed upon any employee who is found to have 
engaged in conduct prohibited by this policy.  Likewise, disciplinary action will be imposed 
in situations where claims of prohibited conduct were untruthful, fabricated or exaggerated 
or when employees are untruthful during an investigation. 

 
Section 1.5 

Drug and Alcohol Use Policy/Testing 
 

It is the desire of the Town to provide a drug-free, healthful, and safe workplace.  To promote 
this goal, employees are required to report to work in appropriate mental and physical 
condition to perform their jobs in a satisfactory and safe manner.   
 
Prohibition Against Alcohol and Illegal and Unauthorized Drugs 
 
While on Town premises, while on duty, while conducting Town-related business or other 
activities off premises, while driving a Town-owned or leased vehicle, or while operating or 
using other Town-owned or leased property or equipment, no employee may use, possess, 
distribute, sell, or have a detectable amount of alcohol in his/her system (.02) (except under 
the limited circumstances described below), inhalants, illegal drugs, including drugs which 
are legally obtainable but which were not legally obtained, and prescribed or over-the-
counter drugs which are not being used as prescribed or as intended by the manufacturer. 
 
The use of alcohol by a Town employee during a business lunch is prohibited even though 
the person with whom the employee is having lunch may be consuming alcohol.  Further, 
an employee on duty or conducting Town business, including Town-related business 
entertainment, may not drive his or her own personal vehicle while under the influence of 
alcohol.  No employee in his or her work-related capacity should ever be impaired because 
of the excessive use of alcohol.  Town employees may not bring alcoholic beverages on 
Town premises, including parking lots adjacent to Town work areas, and may not store or 
transport alcohol in a Town-owned or leased vehicle. 
 
Prohibition Against Illegal and Unauthorized Drug-Related Paraphernalia 
 
This policy also prohibits the use, possession, distribution and sale of drug-related 
paraphernalia while on Town premises, while on duty, while conducting Town-related 
business or other activities off premises, while driving a Town-owned or leased vehicle, or 
while operating or using other Town-owned or leased property or equipment.  Drug-related 
paraphernalia includes material and/or equipment designed for use in testing, packaging, 
storing, injecting, ingesting, inhaling or otherwise introducing illegal or unauthorized drugs 
into the body. 
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Permissive Use of Prescribed and Over-The-Counter Drugs 
 
The legal use of prescribed and over-the-counter drugs is permitted while on Town 
premises, while on duty, while conducting Town-related business or other activities off 
premises, while driving a Town-owned or leased vehicle, or while operating or using other 
Town-owned or leased property or equipment only if it does not impair an employee's ability 
to perform the essential functions of the job (or operate the vehicle, property or other 
equipment) effectively and in a safe manner that does not endanger the employee, citizens 
or other individuals in the workplace.  Examples of impairment include, but are not limited 
to, drowsiness, dizziness, confusion, or feeling shaky. 
 
Police Department Employees 
 
Certain Town Police Department employees may be required to be in possession of alcohol 
and/or drugs in carrying out their job duties.  Such employees will be exempted from certain 
portions of this policy under certain limited conditions. Additional guidelines may be 
established by Police Department operating procedures.   
 
Mandatory Disclosure by Employees 
 
Employees taking prescription medication and/or over-the-counter medication must report 
such use to either their Department Director or to the Town Administrator if there is a 
reasonable likelihood the medication will impair the employee's ability to perform the 
essential functions of his or her job (or operate a vehicle, property or other equipment, if 
applicable) effectively and in a safe manner that does not endanger the employee, citizens 
or other individuals in the workplace.  Examples of impairment include, but are not limited 
to, slurred speech, drowsiness, dizziness, confusion, or feeling shaky. 
 
Employees Who Are Called Out 
 
Employees who are aware they are subject to being called out are expected to be fit for duty 
upon reporting to work.  Any employee who is called out is governed by this policy.   If a 
situation occurs where the employee called out has a detectable amount of alcohol in his/her 
system (.02) or has a presence in the system of drugs, such that reporting to work would 
result in a violation of this policy, the employee must so advise the appropriate supervisor 
on duty.  The employee will not be required to report to work. 
 
Mandatory Reporting of Arrests and Convictions 
 
Employees must notify their immediate supervisor and the department head, in writing, of 
any alcohol or drug-related arrest and/or convictions (including a plea of nolo contendere) 
or deferred adjudication, for a violation occurring off duty and/or in the workplace no later 
than twenty-four (24) hours after the arrest and/or conviction. 
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Off-Duty Conduct  
 
The Town may take disciplinary action, up to and including termination of employment, if an 
employee’s off-duty use of or involvement with drugs or alcohol is damaging to the Town’s 
reputation or business, is inconsistent with the employee’s job duties, or when such off-duty 
use or involvement adversely affects the employee’s job performance. Any employee 
reporting to work under the influence of illegal drugs or with a detectable amount of alcohol 
(.02 bac or higher) may be disciplined, up to and including termination. 
 
Rehabilitation/Treatment  
 
1. It is the Town’s desire to assist employees who voluntarily request assistance with 

alcohol or drug dependency.  For Town support and assistance, however, an 
employee must acknowledge the problem and seek and accept counseling and/or 
rehabilitation before it impairs job performance and/or jeopardizes the employee’s 
employment. 

 
2. Employees with drug or alcohol problems that have not resulted in, and are not the 

immediate subject of, disciplinary action may request approval to take a leave of 
absence to participate in a rehabilitation or treatment program.  (An employee may 
not enroll in a rehabilitation or treatment program in lieu of disciplinary action.)  The 
leave of absence may be granted in the Town’s sole discretion. Factors considered 
by the Town in deciding whether to grant leave include: the length of the employee’s 
employment with the Town; the employee’s prior work and disciplinary history; the 
employee’s agreement to abstain from the use of the problem substance and follow 
all other requirements of the rehabilitation/treatment program; the reputation of the 
program and the likelihood of a successful outcome; the employee’s compliance with 
Town policies, rules, and prohibitions relating to conduct in the workplace; and the 
resulting hardship on the Town due to the employee’s absence. Unless otherwise 
required by law, it is the Town’s policy to grant such a leave of absence only once 
during the course of an employee’s employment with the Town.   

 
3. The cost of any rehabilitation or treatment may be covered under the Town’s group 

health insurance policy.  In any case, the employee is responsible for all costs 
associated with any rehabilitation or treatment program.  

 
4. During time off for a Town-approved rehabilitation or treatment program, the 

employee must use any available vacation leave, sick leave, or other accrued paid 
leave time.   

 
5. If the employee successfully completes the prescribed rehabilitation or treatment, the 

Town will make reasonable efforts to return the employee to the prior position or one 
of similar pay and status.   However, employment with the Town following a Town-
approved leave for rehabilitation or treatment is conditioned on the following: 

 
6. Initial negative test for drugs and/or alcohol before returning to work; 
 
7. A written release to return to work from the Town-approved rehabilitation or 

treatment facility/program; 
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8. Periodic and timely confirmation of the employee’s on-going cooperation and 
successful participation in any follow-up or ongoing counseling, testing, or other 
treatment required in connection with the Town-approved rehabilitation or treatment 
program, if applicable; 

 
9. In addition to any testing required in connection with the employee’s ongoing 

treatment or follow-up to treatment, all employees who participate in rehabilitation or 
treatment under this section will also be required to submit to periodic and/or random 
testing by the Town during the two years following the employee’s return to work 
following treatment;  and 

 
10. The employee must sign a formal written agreement to abide by the above conditions, 

as well as any other conditions deemed appropriate by the Town Administrator.  The 
employee must meet with the Town Administrator to discuss the terms of continued 
employment and sign a formal agreement before returning to work. 

 
Policy Violations 
 
Violations of this policy will generally lead to disciplinary action, up to and including 
immediate termination of employment and/or required participation in a substance abuse 
rehabilitation or treatment program.  The Police Department may have stricter disciplinary 
rules regarding violation of this policy.  Employees with questions or concerns about 
substance dependency or abuse are encouraged to discuss these matters with their 
supervisor or the Town Administrator to receive assistance or referrals to appropriate 
resources in the community. 
 

TESTING 
 
Types of Tests 
 
Testing may include one or more of the following: urinalysis, hair testing, breathalyzer, 
Intoxilyzer, blood, or other generally-accepted testing procedure.   
 
Testing of Applicants 
 
All applicants to whom a conditional offer of employment has been made will be required to 
submit to testing for alcohol and illegal and unauthorized drugs.  
 
A positive test result, refusal to test, or attempts to alter or tamper with a sample or any other 
part of the test, will render the applicant ineligible for consideration of employment or future 
employment with the Town.  
 
Testing of Employees  
 
1. Employees may be tested for alcohol and/or illegal and unauthorized drugs after a 

workplace injury or accident or “near miss,” when reasonable suspicion exists, or in 
connection with any required treatment or rehabilitation.  The Town may conduct 
random testing on employees holding safety-sensitive positions. 
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2. Police Department employees are also subject to any applicable Departmental rules 
and regulations regarding illegal and unauthorized drug and alcohol testing. 

 
3. For purposes of this policy, reasonable suspicion is a belief based on articulable 

observations (e.g., observation of alcohol or drug use, apparent physical state of 
impairment, incoherent mental state, changes in personal behavior that are otherwise 
unexplainable, deteriorating work performance that is not attributable to other factors, 
a work-related accident or injury, evidence of possession of substances or objects 
which appear to be illegal or unauthorized drugs or drug paraphernalia, or credible 
reports of drug use even if anonymously provided) sufficient to lead a supervisor to 
suspect that the employee is under the influence of illegal or unauthorized drugs or 
alcohol.  Supervisors who refer an employee for reasonable suspicion testing must 
document the specific factors that support reasonable suspicion testing (e.g., the 
who, what, when, where of the employee’s behavior and other symptoms, statements 
from other employees or third parties, and other evidence supporting the reasonable 
suspicion testing).  

 
4. Tests will be paid for by the Town.  To the extent possible, testing will normally be 

done during the employee’s normal work time. 
 
5. Any employee who refuses to be tested, or who attempts to alter or tamper with a 

sample or any other part of the testing process, will be subject to disciplinary action 
up to and including termination.  

 
 
6. A positive test result is a violation of the Town’s Drug and Alcohol Use Policy and will 

result in disciplinary action up to and including termination of employment. 
 

Any employee who is terminated for violation of the Town’s Drug and Alcohol Use 
Policy is ineligible for future employment with the Town. 

 
7. The Town has additional obligations when testing for controlled substances and 

alcohol for those employees regulated by the U.S. Department of Transportation.  
Please see the Town’s Drug and Alcohol Policy for DOT Employees for additional 
information.  

 
Testing Procedures 
 
1. All testing must normally be authorized in advance by both the employee’s 

department head and the Town Administrator.  If the department head is unavailable 
within a reasonable period of time, the Town Administrator may, with sole discretion, 
authorize the testing of an employee.  If the Town Administrator is unavailable within 
a reasonable period of time, the department head may, with sole discretion, authorize 
the testing of an employee.  For reasonable suspicion testing, testing may not be 
authorized without the supervisor’s documentation of the articulable factors which led 
the supervisor to suspect that the employee is has any detectable amount of alcohol 
or illegal/unauthorized drugs. Testing should be arranged as soon as possible after 
the supervisor’s articulable observations. 
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2. If an employee’s conduct resulted in a work place accident, injury or “near miss,” or 
reasonable suspicion exists to believe that the employee has violated the Town’s 
Drug and Alcohol Use Policy, the employee will be provided with transportation to the 
testing facility.  A supervisor or other designated Town representative may be 
required to stay with the employee during the testing process.  The Town may, in its 
discretion, reassign the employee or put the employee on administrative leave until 
the test results are received. The Town will make arrangements to have the employee 
transported home after the testing.   

 
3. All substance abuse testing will be performed by an approved laboratory or 

healthcare provider chosen by the Town.  All positive test results will be subject to 
confirmation testing. 

 
4. Test results will be maintained in a confidential file separate and apart from the 

employee’s personnel file.  Any medical-related information will be confidential and 
accessible only by the Town Administrator; supervisors and managers on a need to 
know basis, including those who have a need to know about necessary restrictions 
on the work or duties of an employee and any necessary accommodation; first aid 
and safety personnel when appropriate; government officials; insurance companies 
as may be necessary to provide health or life insurance to employees; by court order 
or as otherwise legally mandated; and as necessary to protect the interests of the 
Town.  

 
DRUG AND ALCOHOL POLICY FOR DOT EMPLOYEES  

 
Employees/Applicants Subject to Testing 
 
Town employees who drive a Commercial Motor Vehicle (CMV) requiring a Commercial 
Driver’s License (CDL) as part of their job duties are subject to alcohol and drug testing as 
required by the U.S. Department of Transportation (DOT), and the Federal Motor Carrier 
Safety Administration and as outlined in this policy.  The employee’s supervisor or the Town 
Administrator will advise the employee if the employee is subject to DOT testing and the 
terms of this policy.  
 
Employees who are not required by DOT to hold a CDL are not subject to this policy.  
Applicants for employment for a position requiring a CDL are also subject to testing under 
this policy. 
 
Employees covered by this policy are also required to comply with the Town’s Drug and 
Alcohol Use Policy.  In other words, this DOT Drug and Alcohol Policy is in addition to, not 
in lieu of, the provisions of the Town’s general Drug and Alcohol Use Policy.  DOT tests will 
be completely separate from non-DOT tests in all respects.  DOT tests take priority and will 
be conducted and completed before a non-DOT test is begun.  All drug and alcohol testing 
performed under this DOT Policy will comply with applicable DOT procedures. If this policy 
conflicts with DOT regulations in any way, the DOT regulations will govern. 
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An employee subject to the provisions of this policy may be a person employed by the Town, 
a contractor engaged by the Town or an employee of such contractor.  Refer to Attachment 
A for a listing of Town positions currently subject to the testing provisions of this policy. The 
list of job titles on Attachment A may change as job responsibilities change or as new jobs 
are added to the Town’s work force.  Employees required by DOT to hold a CDL, due to the 
type of equipment they operate, are subject to this policy whether or not this list is 
immediately updated to include their job titles. Employees who hold these jobs are required 
to carry their CDLs when they are at work or are operating Town equipment.   
 
Prohibited Alcohol Use 
 
On-duty and Pre-duty Use.  Reporting for, or remaining on, duty requiring the performance 
of safety-sensitive functions is prohibited under the following conditions: 
 

• While having a breath alcohol concentration of 0.04 or more as indicated via breath 
test; 

• While using alcohol; or 
• Within 4 hours after using alcohol. 

 
Use Following An Accident.  An employee required to take a post-accident alcohol test 
pursuant to this policy is prohibited from using alcohol for 8 hours following the accident, or 
until undergoing a post-accident alcohol test, whichever occurs first.   

 
Prohibited drug use 
Illicit use of drugs by safety sensitive drivers is prohibited both on and off duty.  An employee 
may not report for duty or remain on duty when using or after use of any controlled 
substances, except when the use is pursuant to the instructions of a licensed medical 
practitioner who has advised the employee that the substance will not adversely affect the 
employee’s ability to safely operate a CMV.  An employee may not report for duty, remain 
on duty or perform a safety sensitive function if the employee tests positive for controlled 
substances or has adulterated or substituted a test specimen.   
Required alcohol and drug tests 
DOT requires the following testing for covered drivers: pre-employment, post-accident, 
random, reasonable suspicion, return-to-duty and follow-up testing.  Before conducting any 
required dot testing, the town will notify the driver that the alcohol or drug test is required by 
DOT regulations.  
 
Pre-employment Testing 
 
Drug and alcohol tests will be conducted after a conditional offer of employment is made, 
but before actually performing safety-sensitive functions for the first time.  These tests are 
also required when employees are promoted, demoted or transferred into a safety sensitive 
driver position. 
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Post-accident testing 
 
Drug and alcohol tests will be conducted after accidents in which the driver’s performance 
could have contributed to the accident (as determined by a citation for a moving traffic 
violation) and for all fatal accidents even if the driver is not cited for a moving traffic violation.  
Post-accident testing must be conducted as soon as practicable on all surviving drivers 
following an occurrence involving a CMV operating on a public road in commerce, as follows:  
 

• When the employee is issued a moving traffic violation citation and one or more of 
the vehicles involved is disabled and must be towed from the scene;  

• When the employee is issued a moving traffic violation citation and any person 
involved in the accident is injured to the extent that he/she requires and receives 
immediate medical treatment away from the scene of the accident; or 

• In an accident involving a fatality, testing will be performed on anyone who was 
performing safety sensitive functions with respect to the vehicle.   

 
An employee subject to post-accident testing must remain readily available for such testing 
or will be deemed by the Town to have refused to test. Nothing in this policy shall be 
construed to require the delay of necessary medical attention for injured people following an 
accident or to prohibit an employee from leaving the scene of an accident for the period 
necessary to obtain assistance in responding to the accident or to obtain necessary medical 
care. 
 
In post-accident situations, the Town may substitute a blood or breath alcohol test for a urine 
drug test, so long as the test is performed by state or local law enforcement officials using 
procedures required by their jurisdictions, provided such test results are received directly 
from the local jurisdiction or the driver. A positive post-accident test administered by law 
enforcement will result in the same action as a positive post-accident test performed at the 
Town’s behest.  

  
Post-Accident Alcohol Testing. If alcohol testing cannot be administered within 2 hours of 
one of the above listed occurrences, a written statement explaining why the alcohol test was 
not promptly administered must be provided to the Town Administrator by the appropriate 
supervisor.  If alcohol testing cannot be administered within 8 hours after the occurrence, 
the Town will cease attempts to administer an alcohol test and document the reasons the 
alcohol test was not administered.  This report must be promptly forwarded to the Town 
Administrator. 
 
Post-Accident Drug Testing. A driver will be drug tested as soon as practicable but not 
later than 32 hours after one of the above listed occurrences.  If the driver is not drug tested 
within 32 hours, the appropriate supervisor must prepare a report documenting the reason 
why and promptly forward the report to the Town Administrator. 
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Reasonable Suspicion Testing 
 
Reasonable suspicion drug and alcohol testing is conducted when a trained supervisor has 
reason to believe that an employee is in violation of this policy.  The reasonable suspicion 
must be based on specific, contemporaneous, articulable observations concerning the 
appearance, behavior, speech, or body odors of the employee; the observations may also 
include indications of the chronic and withdrawal effects of controlled substances.  The 
supervisor must consult with the department head (or designee) and affirm the basis of the 
suspicion.  If the department head concurs, the employee will be required to undergo testing 
only after consultation with the Town Administrator.  A written report of the reasonable 
suspicion observations must be prepared by the supervisor(s) who made the observation 
within 24 hours of the observed behavior or before the results of tests are released, 
whichever is earlier.  This report must be promptly forwarded to the Town Administrator.   
 
Reasonable Suspicion Alcohol Testing. Reasonable suspicion alcohol testing is 
permitted only if the reasonable suspicion observation is made during, just before, or just 
after, the period of the work day the employee is required to be in compliance with this policy.  
An employee may be directed to undergo reasonable suspicion testing only while the 
employee is performing, just before performing, or just after performing, safety sensitive 
functions.  If alcohol testing cannot be administered within 2 hours after the reasonable 
suspicion observation, a written statement that explains why the alcohol test was not 
promptly administered must be given to the Town Administrator.  If alcohol testing cannot 
be administered within 8 hours after the observation, the Town will cease attempts to 
administer an alcohol test and the appropriate supervisor must immediately document the 
reasons that the alcohol test was not administered; this report must be promptly forwarded 
to the Town Administrator. 
 
Notwithstanding the absence of a reasonable suspicion alcohol test under this policy, an 
employee may not report for duty or remain on duty requiring the performance of safety 
sensitive functions while the employee is under the influence of or impaired by alcohol, as 
shown by the behavioral, speech and performance indicators of alcohol misuse.  In such 
instances, the employee will not be permitted to perform or continue to perform safety 
sensitive functions until: 
 

• An alcohol test measures the employee’s alcohol concentration at less than 0.02; or 
• 24 hours have elapsed since the reasonable suspicion observation was made. 
 

Reasonable Suspicion Drug Testing. A driver will be drug tested as soon as practicable 
but not later than 32 hours after the reasonable suspicion observation.  If the driver is not 
drug tested within 32 hours, the appropriate supervisor must prepare a report documenting 
the reason why and promptly forward the report to the Town Administrator. 
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Random Testing 
 
Drivers are selected for random, unannounced drug and alcohol testing using a scientifically 
valid method, such as a random number table or a computer-based random number 
generator that is matched with the employee’s Social Security number, payroll identification 
number, or other comparable identifying numbers. Each driver subject to this policy will have 
an equal chance of being tested each time random selections are made.  The number of 
drivers randomly selected will be in accordance with applicable DOT regulations.  Each 
driver randomly selected for testing will be tested during the selection period.  Dates and 
times for random testing are unannounced and spread reasonably throughout the calendar 
year.  Each driver selected for random testing must proceed to the test site immediately after 
notification; if, however, the driver is performing a safety-sensitive function, other than driving 
a CMV, at the time of notification, the Town will instead ensure that the driver ceases to 
perform the safety-sensitive function and proceeds to the testing site as soon as possible.  
A driver will be randomly tested for alcohol just before, during, or just after performing, safety 
sensitive functions; random testing for drugs does not have to be conducted in immediate 
time proximity to performing safety sensitive functions. 
 
Return-To-Duty and Follow-Up Testing 
 
 Return-to-duty tests are conducted when a driver who has violated DOT’s prohibited drug 
and alcohol standards returns to performing safety sensitive duties.  Follow-up tests are 
unannounced, and at least 6 tests must be conducted in the first 12 months after a driver 
returns to duty; follow-up tests may be extended for up to 60 months following a driver’s 
return to duty.  Drug tests must be negative and alcohol tests must demonstrate a breath 
alcohol level of less than 0.02.  The driver will pay all costs associated with return-to-duty 
testing.  When applicable, the Town will follow all applicable DOT regulations in requiring 
return-to-duty and follow-up testing.  The Town is not, however, required to hire an applicant 
or continue the employment of a driver who has violated DOT drug and alcohol regulations 
or this policy and it is the policy of the Town not to do so.  Thus, return-to-duty and follow-
up tests are generally applicable only for those seeking assistance as set out in this manual 
and, based on individual circumstances, for those who may have had an alcohol 
concentration of 0.02 or greater, but less than 0.04.    

 
Refusal to Test   
 
An employee who refuses to be tested in any of the above circumstances, who obstructs 
the testing process, or who tampers/alters a specimen will not be permitted to perform or 
continue to perform safety sensitive functions and will likely be terminated.  An applicant 
who does one of these prohibited acts will not be hired.  Except in the case of pre-
employment testing, a refusal to test includes the failure to appear for testing within a 
reasonable time, as well as failure to remain at the testing site until the testing process is 
complete. 
 
Failure to test also includes the failure to provide the required sample with no adequate 
medical explanation, and the failure to cooperate with any part of the testing process (e.g., 
refusing to empty pockets when asked to do so, behaving in a confrontational way that 
disrupts the collection process, or failure to undergo a medical exam or evaluation as 
directed by the physician medical review officer (MRO) as part of the verification process). 
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Additional Information About Alcohol Testing 
 
Consequences of a Positive Alcohol Test.  An employee who is tested and has an alcohol 
concentration of 0.04 or greater will be removed from safety sensitive functions and may be 
terminated.  An employee who is tested and has an alcohol concentration of .02 to.039 will 
not be permitted to perform safety sensitive functions for a minimum of 24 hours and will be 
disciplined, up to and including termination.  If not terminated, then the employee will receive 
a mandatory referral to a substance abuse professional.  Any non-compliance with the 
treatment recommendations of the substance abuse professional will result in disciplinary 
action, up to and including termination. 
 
Alcohol Testing Procedures.  A trained breath alcohol technician will conduct alcohol tests.  
If the alcohol concentration is 0.02 or greater, a second confirmation test will be conducted 
in accordance with DOT regulations, the results of which will determine any actions taken.  
Any result of less than 0.02 alcohol concentration is considered a “negative” test.  The 
second, confirmation test results determine if the employee is in violation of this policy.  
Testing procedures that ensure accuracy, reliability and confidentiality of test results will be 
followed pursuant to DOT regulations. 
 
Additional Information About Drug Testing 
 
Drug Testing Procedures.  Drug testing is conducted by analyzing a driver’s urine 
specimen at a lab certified by the U.S. Department of Health and Human Services.  The 
driver provides a specimen in a location that affords privacy and the “collector” seals and 
labels the specimen, completes a chain of custody document, and prepares the specimen 
and accompanying paperwork for shipment to a drug-testing lab.  “Split” urine specimens 
provide drivers with an opportunity for a second test, if needed.  If the driver challenges the 
validity of the test, then the employee has 72 hours to request that the split specimen be 
sent for testing to another certified lab approved by the Town Administrator.  The second 
test will be at the driver’s own expense. 
 

Drugs Tested For.  DOT requires testing for the following drugs: 
 

• Marijuana (THC) 
• Cocaine 
• Amphetamines 
• Opiates 
• Phencyclidine (PCP) 

 
A screening test is performed first.  If it is positive for one or more of these drugs, then a 
confirmation test is performed.  Whenever the terms “drug,” “drugs” or “controlled 
substances” are used in this policy, they refer to the substances listed above.  The Town will 
not test for any other substances under this policy.  The Town may, however, (1) test for 
other controlled substances pursuant to its general Drug and Alcohol Use Policy; or (2) 
modify the list of DOT tested drugs at the direction of DOT.   
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Review of Drug Test Results.  All positive drug test results are reviewed and interpreted 
by a physician medical review officer (MRO) before they are reported to the Town.  If the lab 
reports a positive result to the MRO, the MRO will contact the driver (either in person or by 
phone) and will conduct an interview to determine if there is an alternative medical 
explanation for the drug(s) found in the driver’s urine specimen.  If the driver provides 
appropriate documentation and the MRO determines that it is a legitimate medical use of 
the prohibited drug(s), the drug test result is reported as a negative to the Town. 
 

Consequences of a Positive Drug Test.  A driver will be removed from safety sensitive 
duties and placed on unpaid administrative leave if the test returns a positive for drugs.  The 
removal cannot take place until the MRO has interviewed the driver and determined that the 
positive test resulted from the unauthorized use of a controlled substance.  A confirmed 
positive drug result will result in termination of employment. 

 
Confidentiality 
 
Test results may be released only to the driver, designated Town officials, a substance 
abuse professional, laboratory officials or a medical review officer.  Records will also be 
made available to a subsequent employer or other identified person upon the driver’s 
specific written request.  Test results will not be released to others except as required by law 
or expressly authorized in the applicable DOT regulations (e.g., the decision maker in a 
lawsuit, appeal or administrative proceeding initiated by or on behalf of the driver and arising 
from a positive DOT drug or alcohol test or refusal to test; this includes workers’ 
compensation and unemployment proceedings).  All test results will be kept in a confidential 
file by the Town Administrator.  Management and supervisory personnel who are authorized 
to have access to alcohol and drug testing results must maintain complete confidentiality 
regarding this information. Town employees who make a reasonable suspicion observation 
or who witness an accident must also maintain confidentiality.  Breach of confidentiality 
relating to test results, or any other related matters, will likely result in disciplinary action, up 
to and including termination of employment. 
 
Information From Prior Employers 
 
For new hires, promotions and transferred employee-drivers seeking to perform safety 
sensitive functions for the first time, the Town is required, with the driver’s written consent, 
to obtain information from previous employers regarding alcohol test results of 0.04 or 
greater, verified positive drug test results, refusals to test (including verified adulterated or 
substituted drug test results), and any other violation of DOT drug and alcohol testing 
regulations within the two years prior to the date of the driver’s application, promotion or 
transfer.  Affected individuals must sign a Breath Alcohol and Drug Testing Results Request.  
The Town will obtain and review the information before allowing the person to perform safety 
sensitive functions. If the Town receives any such information about an applicant-driver, the 
applicant will not be hired; if such information is received about an employee seeking 
promotion or transfer, the employee will not be promoted or transferred to the driver position 
and may also receive disciplinary action, up to and including termination of employment.  
The Town will maintain a written, confidential record of the information it obtains and/or the 
good faith efforts it made to obtain the information.  This information will be retained for a 
minimum of 3 years. 
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The Town will also ask if the person has tested positive, or refused to test, on any pre-
employment drug or alcohol test administered by an employer to which the driver applied 
for, but did not obtain, safety sensitive transportation work covered by a DOT agency drug 
and alcohol testing rules during the past 2 years. If the person admits to such conduct, the 
person will not be allowed to perform safety sensitive functions for the Town.  If the driver 
refuses to provide the Town with the required written consent, the driver will not be permitted 
to perform safety sensitive functions and will likely be disciplined (up to and including 
termination of employment) if employed, or not hired if applying for employment.   
 
Record Retention 
 
The Town will maintain and retain records under this policy as mandated by DOT 
regulations.   
 
Notification to Applicants/Employees of Positive Test Results 
 
The Town will notify applicants of the results of a pre-employment drug test if the applicant 
requests such results within 60 calendar days of being notified of the disposition of the 
employment application.  The Town will notify an employee of the results of random, 
reasonable suspicion and post-accident drug tests if the test results are confirmed positive, 
and also which controlled substance(s) verified positive after the MRO confirms the positive.  
The Town will also make reasonable efforts to contact and request each driver who tested 
positive to contact and discuss the results of their drug test with a MRO who has been unable 
to contact the driver.  The Town will immediately notify the MRO that the driver has been 
notified to contact the MRO within 72 hours. 
 
Employee Admission of Drug/Alcohol Use 
 
An employee who admits to alcohol misuse or drug use must do so in accordance with the 
Town’s general Drug and Alcohol Use Policy; provided, however, the employee may not 
self-identify in order to avoid the testing requirements of this DOT policy. Further, the 
employee must make the admission prior to performing a safety sensitive function, i.e., prior 
to reporting for duty.  The employee may not perform a safety sensitive function until the 
Town is satisfied that the employee has been evaluated and has successfully completed 
educational or treatment requirements in accordance with the Town’s general Drug and 
Alcohol Use Policy.  A drug and alcohol abuse evaluation expert, i.e., an EAP professional, 
a substance abuse professional or a qualified drug and alcohol counselor, will determine 
successful completion.  Prior to the employee performing safety sensitive functions, the 
employee must undergo a return to duty alcohol test with a result of less than 0.02 and/or a 
return to duty drug test with a negative test result.    
 
Safety Sensitive Function 
 
For purposes of this policy, safety sensitive function or duty means all the time from the time 
a driver begins to work or is required to be in readiness to work until the time the driver is 
relieved from work and all responsibility for performing work.  Safety sensitive 
functions/duties include: 
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• All time at a Town, facility, or other property, or on any public property, waiting 
to be dispatched, unless the driver has been relieved from duty by the Town; 

• All time inspecting equipment as required by applicable DOT regulations or 
otherwise inspecting, servicing, or conditioning any CMV at any time; 

• All time spent at the driving controls of a CMV in operation; 
• All time, other than driving time, in or upon any CMV; 
• All time loading or unloading a vehicle, supervising, or assisting in the loading 

or unloading, attending a vehicle being loaded or unloaded, remaining in 
readiness to operate the vehicle, or in giving or receiving receipts for 
shipments loaded or unloaded; and 

• All time repairing, obtaining assistance, or remaining in attendance upon a 
disabled vehicle. 

 
Transportation to Testing Site 
 
With the exception of pre-employment and random testing, employees will be driven to the 
testing facility by a supervisor.  The supervisor will remain with the employee during the 
testing process.  The Town will make arrangements to have the employee transported back 
to the Town or home, as appropriate, after the testing is complete.   
 
Questions 
 
 Anyone with questions regarding this policy should contact the Town Administrator.  

 
Section 1.6 
Nepotism 

 
No person related within the second degree by affinity or within the third degree by 
consanguinity to the mayor, town council member or the town administrator shall be 
employed or appointed to any office, position or clerkship to the Town. This prohibition shall 
not apply, however, to any person who shall have been employed by the Town at least one 
(1) year prior to and at the time of the election or appointment of the officer related in the 
prohibited degree. 
 
No person related to an employee of the Town shall be employed or appointed to any 
position within the Town when such employment or appointment places any individual under 
the direct supervision or within the chain of command of any other individual within the 
prohibited degrees. 
 
Nothing herein shall supersede or circumvent State nepotism laws. When any provision 
within this section is in conflict with State laws, State law shall prevail. 
 

Section 1.7 
Conflict of Interest and Outside Employment 

 
It is the policy of the Town of Hickory Creek to establish that no officer or employee shall 
give occasion for distrust of integrity, impartiality or devotion to the best interests of the Town 
and the public trust held by such persons. 
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No officer or employee shall use or attempt to use his official position to secure special 
advantage, privilege or exemption for him or herself or others. 
 
To guard against a potential conflict of interest, no employee of the Town of Hickory Creek 
may engage in any outside employment without first securing approval, in writing, from his 
or her Department Head and approved by the Town Administrator. 

 
Section 1.8 

Health/Medical Examinations/Fitness for Duty 
 
The Town endeavors to provide a safe work environment for all employees.  It is the 
responsibility of each employee to maintain the standards of physical and mental health 
fitness required for performing the essential functions of the position, either with or without 
reasonable accommodation. 
 
Serious Health Condition/Disabilities 
 
The Town recognizes that employees with a potentially life-threatening and/or infectious 
illness or physical and/or mental disabilities may wish to continue to engage in as many of 
their normal pursuits as their condition allows, including their employment.  As long as these 
employees are able to perform the essential functions of their job, with or without a 
reasonable accommodation, without creating an undue hardship on other employees, and 
medical evidence indicates that their condition is not a direct threat to themselves or others, 
the Town will treat them consistently with other employees.   
 
Medical Exams for Current Employees 
 
The Town Administrator, or an employee’s department head (with the prior written approval 
of the Town Administrator) may require a current employee to undergo a medical and/or 
psychological examination to determine fitness for continued employment, as may be 
necessary in order for the Town to provide a reasonable accommodation; following an injury 
or accident; and as otherwise permitted in accordance with applicable laws. 
 
Medical Information from an Employee’s Doctor 
 
Under certain circumstances, the Town Administrator may require employees to provide 
medical information from their health care provider.  In such cases, employees are to inform 
their health care provider not to provide any genetic information when responding to such 
request.  
 
Genetic Information 
 
In accordance with the Genetic Information Nondiscrimination Act (GINA), the Town will 
neither request nor require genetic information of an employee or his/her family member, 
except as specifically allowed by GINA.  To comply with GINA, employees are directed not 
to provide any genetic information when responding to any Town request for medical 
information. 
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“Genetic information,” as defined by GINA, includes an individual’s family medical history, 
the results of an individual’s or family member’s genetic tests, the fact that an individual or 
an individual’s family member sought or received genetic services, and genetic information 
of a fetus carried by an individual or an individual’s family member or embryo lawfully held 
by an individual or family member receiving assistive reproductive services. 
 
Medical Records 
 
Medical records and sensitive information regarding an employee’s health will be kept 
confidential as required by law.  Limited information may be provided to supervisors and 
managers, first aid and safety personnel, government officials, Texas Workers’ 
Compensation Commission, and as necessary for insurance and other business-related 
purposes. 
 
Return to Work/Fitness for Duty 
 
Before returning to work following a medical and/or psychological examination under this 
policy, the employee must coordinate his/her return through the Town Administrator.  An 
employee who misses work due to medical reasons may be required to provide a fitness-
for-duty certification before returning to work. 
 
Time Off from Work 
 
Time away from work undergoing a Town mandated fitness for duty examination will 
normally be coded to paid administrative leave, but may be retroactively changed to sick 
leave and/or other leave as circumstances warrant. 

 
Section 1.9 

Americans with Disabilities Act 
 

To ensure compliance with the Americans with Disabilities Act and Americans with 
Disabilities Act as Amended (ADAAA), the Town offers equal employment opportunity to 
qualified individuals and strictly prohibits discrimination against qualified individuals on the 
basis of disability.  
 
The Town will provide reasonable accommodation to the known physical or mental 
impairments of an otherwise qualified individual with a disability if such reasonable 
accommodation will enable the individual to perform the essential functions of the position 
at issue.  The Town’s obligation under this policy is limited to providing reasonable 
accommodations that will not result in undue hardship to the Town.   
 
Any employee seeking a reasonable accommodation for a disability that affects the 
employee’s ability to perform the essential functions of the position shall make a written 
request to the Town Administrator. 
 
Employees who have a complaint involving potential violations of the Americans with 
Disabilities Act or ADAAA, including but not limited to harassment, discrimination, or failure 
to provide a reasonable accommodation, must immediately contact the immediate 
Supervisor, Department Head, or the Town Administrator. 
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Section 1.10 
Modified Duty Assignments 

 
The Town may modify duty assignments available to ill or injured employees who are unable 
to perform their regular job duties.  The decision to offer an employee a modified duty 
assignment is made in the Town’s sole discretion.  A modified duty assignment may be in 
the employee’s own or another department in the Town.  Factors considered by the Town 
in making its decision include, but are not limited to:  the nature of the employee’s illness or 
injury; the medical release provided in support of modified duty; the risk that a modified duty 
assignment may result in aggravation of the employee’s injury or illness; the type of modified 
duty work available; the length of the employee’s employment with the Town; the employee’s 
performance and disciplinary history; and whether the illness or injury occurred on or off 
duty, in making modified duty assignments.  
 
Employees who are released for and given a modified duty assignment may not perform 
work duties in violation of their medical release.  An employee, who violates the terms of the 
medical release while on a modified duty assignment may lose the modified duty assignment 
and, in addition, may be disciplined up to and including termination of employment.  
 
Modified duty will not normally extend beyond thirty (30) calendar days without an evaluation 
by the employee’s treating physician and a recommendation from the department head to 
the Town Administrator.  Only the Town Administrator may approve an extension of a 
modified duty assignment.  
 
Employees still unable to return to regular duty within the time limit established for modified 
duty must re-qualify for modified duty through evaluation by the treating physician or revert 
to workers’ compensation indemnity payment, accumulated sick leave, or vacation benefits, 
if available. 
 
An employee who is released for and offered modified duty by the Town, but who elects not 
to accept such an assignment, will be ineligible for paid sick leave benefits under the Town’s 
Sick Leave policy and salary continuation benefits under workers’ compensation, but may 
still be granted unpaid leave.  
 
An employee’s salary during any modified duty assignment shall be at the same rate as the 
salary received prior to the injury. 
 

Section 1.11 
Social Media Policy 

 
An employee’s use of social media, both on and off duty, must not interfere with or conflict 
with the employee’s duties or job performance, reflect negatively on the Town or violate any 
Town policy. The intent of these standards is to regulate the creation and distribution of 
information concerning the Town, its employees and citizens through electronic media, 
including, but not limited to online forums, instant messaging and internet social media and 
blogging sites. This policy is designing to protect the Town’s reputation and ensure that an 
employee’s communications not only reflect positively on the employee as an individual, but 
also on the Town.  
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The term “social media” encompasses:  tweets and twittering, Facebook, LinkedIn, blogs, 
and other online journals and diaries; bulletin boards and chat rooms, microblogging and all 
other social networking sites, instant messaging and the posting of video on YouTube and 
similar media.  
 
Use of Town’s Internet 
 
Use of the Town’s Internet is a privilege and Town employees must responsibly and ethically 
use it.  The Town may monitor an employee’s access, use, and postings to the Town’s 
Internet to: ensure compliance with internal policies; support the performance of internal 
investigations; assist management of information systems; and for all other lawful purposes. 
The Town expects all employees to follow the Guidelines below when posting information 
on the Town’s Social media sites.   

 
Other Town Policies 
 
This policy should be read and interpreted in conjunction with other Town policies, including 
but not limited to, policies prohibiting harassment, discrimination, offensive conduct or 
inappropriate behavior. Violations of the Social Media Policy may lead to disciplinary action. 
The Town provides an effective system for employee complaints “off-line” through the 
“General Complaint and Grievance” policy without resorting to social media.   

 
Employee Guidelines:   Use of Town’s Social Media on Work Time 
 
Any blogging or posting of information on the Internet or other Town social media sites must 
comply with the Town’s guidelines, regardless of where the blogging or posting is done. 
 

• Blogging, or posting information of a personal nature on the Internet or other Town 
social media sites is prohibited during work hours. Employees are not permitted to 
engage in social networking of a personal nature while using any of the Town’s 
electronic social media sites.  

 
• Employees must obtain written authorization from the Town Administrator to update 

or post on social media sites on behalf of the Town and all content must be approved 
prior to posting. 

 
• All of the employee’s time spent updating or posting on Town social media sites as 

part of the employee’s job duties is compensable time that must be reported and 
counted in the calculation of overtime. 

 
• No use of social media on work time and on Town equipment on Town-operated 

networks is considered private or confidential, even if password protected or 
otherwise restricted. The Town reserves the right to access, intercept, monitor and 
review all information accessed, posted, sent, stored, printed or received through its 
communications systems or equipment at any time.  
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• Never disclose any confidential information concerning another employee of the 
Town in a blog or other posting to the Internet.  Posting of confidential information 
may violate state law and subject the user to criminal penalty. All requests for Town 
documents must be processed through the Public Information Act. 

 
• Employees must abide by all federal and state law and policies of the Town with 

regard to information sent through the Town’s Internet. 
 
• Individual supervisors do not have the authority to make exceptions to these 

guidelines.   
 
Employee Guidelines: Use of Personal Social Media While not on Work Time 
 
The Town recognizes that many Town employees utilize social media when not at work.  
The Town requires that employees be aware of guidelines regarding posting of work-related 
information on personal social media sites, and they are listed below.  
 

• If the employee’s social networking includes any information related to the Town, the 
employee must make it clear to the readers that the views expressed are the 
employee’s alone and not reflective of the views of the Town.  

 
• Employees are encouraged to act responsibly on and off duty, and to exercise good 

judgment when using social media. Recognize that postings on your social media 
site, even if done off premises and while off duty, could have an adverse effect on the 
Town’s legitimate business interests.  

 
• Respect coworkers and the Town.  Do not put anything on your personal social media 

site that may defame, embarrass, insult, demean or damage the reputation of the 
Town or any of its employees. 

 
• Do not put anything on your personal social media site that may constitute violation 

of the Town’s Harassment policy. Do not post any pornographic pictures of any type 
that could identify you as an employee of the Town. Be mindful that the Town’s 
harassment policy covers both work and non-work time, including postings on social 
media sites. 

 
• Do not post pictures of yourself or others on your personal social media site 

containing images of Town uniforms or insignia, Town logos, Town equipment or 
Town work sites.  

 
• Do not post information on your personal social media site that could adversely 

impact the Town and/or an employee of the Town. 
 
• Do not permit or fail to remove postings violating this policy, even when placed by 

others on your social media site.  
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CHAPTER 2 – EMPLOYMENT 
 

Section 2.1 
Employee Applications 

 
The Town relies upon the accuracy of information contained in the employment application, 
as well as the accuracy of other data presented throughout the hiring process and 
employment. Any misrepresentations, falsifications, or material omissions in any of this 
information or data may result in the Town's exclusion of the individual from further 
consideration for employment or, if the person has been hired, termination of employment. 

 
Section 2.2 

Employee Classifications 
 
Exempt Employees 
 
Salaried executive, administrative, and professional employees earning $455 per week or 
more and who meet all of the exempt requirements of the FLSA are exempt under FLSA 
and are not eligible for overtime pay.  However, exempt personnel may be allowed to flex 
time at the discretion of the Town Administrator, if the employee worked over the required 
eighty (80) hours during a pay period.  Exempt personnel wishing to flex time off are 
expected to obtain approval in advance from the Town Administrator. 
 
Non-Exempt Employees 
 
Non-Exempt employees are paid on an hourly basis and are eligible to receive overtime 
pay for overtime hours worked. 

 
Full Time Employees 
 
Full-time employees are those persons employed to work a regular full schedule.  Each 
full-time employee is eligible for all benefits provided by the benefits plan currently in 
effect, subject to any waiting periods defined in specific plans. 
 
Part Time Employees 
 
Part-time employees generally work fewer than 18 hours  per week and are paid on an 
hourly basis.  Part-time employees do not participate in or receive employee benefits. 
 
Seasonal Employees 
 
Employees may be hired on a seasonal basis and are paid on an hourly basis. Seasonal 
employees do not participate in or receive benefits. 
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Section 2.3 
Selection Process 

 
The department head shall determine the most appropriate means of selecting applicants 
using job requirements to identify the best qualified and best suited applicant(s).  Reference 
checks, interviews, assessment centers, medical examinations, performance tests, written 
tests, and other selection methods may be used. 
 
Applicants shall be required to provide any information and undergo any examinations 
necessary to demonstrate compliance with prescribed requirements for the position(s) 
involved. 

 
Section 2.4 

Training and Evaluation Period 
 

All regular employees shall be placed in a training and evaluation capacity for a period of six 
(6) months with the exception of police personnel which is twelve (12) months.  This training 
and evaluation period will be utilized for closely observing the employee's work; for securing 
the most effective adjustment for a new employee to the position; and for dismissing any 
employee whose performance does not meet the required work standards.  During this 
training and evaluation period, employees have no opportunity of appeal for termination.  
 

Section 2.5 
Working Hours/Attendance 

 
Town Administration office hours are from 7:00 a.m. until 4:30 p.m. Monday-Thursday and 
from 7:30 a.m. until 11:30 a.m. on Friday.  Scheduled working hours, lunch and rest breaks 
are established for each department employee by their respective department head. This 
schedule may change from time-to-time depending on the needs of the Town of Hickory 
Creek. Town offices are closed on Saturday and Sunday. Regular and reliable attendance 
is expected for all employees. 
 

Section 2.6 
Promotional Opportunities 

 
Employees interested in promotional opportunities, must apply through the Administration 
Department when opportunities are officially posted.  The hiring supervisor will be allowed 
to review your Administration file. 
 
The Town of Hickory Creek reserves the right to select individuals that it deems best suited 
for positions consistent with equal opportunity laws and fairness. 

 
Section 2.7 
Transfers 

 
A transfer is the assignment of an employee in one position to another position at the same 
rate of pay. As with any other job opportunity, employees interested in a transfer must apply 
through the Administration Department when such an opportunity is officially posted.  
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(This does not include internal transfers within a specific rank or classification within a 
department.)  The hiring supervisor will be allowed to review your personnel file. 
 
A transfer would not affect the current rate of pay or Annual Performance Evaluation Date. 
 
There will likely be no objection to capable employees transferring between departments 
providing the following conditions are met: 
 

• Both department heads are aware of it and agreeable before contact is made with 
the employee. 

• That the employee is the best available person to fill the job that is open. 
• That the employee is qualified to handle the new job and it will not create undue 

hardship in the department that the employee is leaving. 
 

Section 2.8 
Voluntary Demotion 

 
Voluntary demotions occur whenever employees apply for and accept a position at a lower 
pay rate.  Prior to accepting the job offer, the Department Head and the Town Administrator 
will decide the pay rate for the demotion, but it must be within the pay range of the lower job 
classification. 

Section 2.9   
 Involuntary Demotion 

 
An involuntary demotion occurs whenever a Department Head makes an administrative 
decision to permanently reassign an employee to a lower pay rate or reduced 
responsibilities. Compensation for an employee involuntarily demoted will be determined on 
a case-by-case basis by the Department Head and Town Administrator depending on the 
circumstances of the demotion. 

 
Section 2.10 

Temporary Assignments 
 
An employee may temporarily be paid at a higher base rate of pay if he or she performs all 
of the duties of a higher job classification for a prescribed period of time.  A temporary 
assignment to a higher job classification does not constitute a promotion and shall not be 
used to circumvent normal selection procedures.  The employee involved shall not acquire 
any status or rights in the class to which temporarily assigned. 
 
Compensation for temporary assignments shall be made according to the Town’s official 
compensation policy.  The Town of Hickory Creek reserves the right to assign higher-level 
duties to an employee without additional compensation.  Additional compensation for 
temporary assignments or acting duty shall be paid only if officially authorized by the 
Department Head and Town Administrator. 
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Section 2.11 
Layoffs – Reduction in Force 

 
An employee may have his/her employment terminated due to the elimination of budgeted 
positions by the Town Council.  This is a non-disciplinary termination and is not subject to 
appeal. 

Section 2.12 
Searches 

 
The Town may conduct unannounced searches or inspections of the work site, including but 
not limited to Town property used by employees such as lockers, file cabinets, desks, and 
offices, computer and electronic files, social media sites, cell phones, text messages, 
whether secured, unsecured or secured by a lock or password provided by the employee.  
No supervisor has the authority to deviate from Town policy. If reasonable suspicion exists, 
the Town may also conduct unannounced searches or inspections of the employee’s 
personal property located on Town premises, including vehicles parked on Town parking 
lots.   
 
All searches must be authorized and conducted under the direction of the Town 
Administrator.  Employees who refuse to cooperate with a search may be subject to 
disciplinary action up to and including termination. 
 

Section 2.13 
Telephone Contact 

 
(A) All supervisory personnel and service personnel must have a telephone number at 
which they can be reached during off-duty hours. This can be a cell phone or a land line 
telephone. 
 
(B) No reimbursement shall be made to the employee for the Town’s use of such 
employee’s private telephone to contact the employee regarding work related matters. 
 
(C) All employees must immediately notify supervision of any change in phone 
number(s), and provide a phone number for a secondary contact, i.e., spouse, parent.  
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CHAPTER 3 – WORK PERFORMANCE 
 

Section 3.1 
Annual Reviews 

 
It is a goal of the town to establish a uniform and equitable plan of evaluation and 
compensation based upon the relative duties and responsibilities of positions within the 
Town and to reward meritorious service.  Unless prevented by overriding circumstances 
annual reviews for all employees shall be conducted yearly during the month of August by 
the Town Administrator and/or the Department Head/Supervisor.  The Town Administrator 
may conduct reviews more frequently on some or all department heads at his/her sole 
discretion.   
 
Newly hired employees will experience an intense period of job orientation for the first 
several months of employment.  New employees will be evaluated on job performance as 
often as necessary.  Employees will be evaluated at six months after hire, and Police Officers 
will be evaluated 12 months after hire. 
 

Section 3.2 
Appeal of Performance Evaluation Rating 

 
If an employee believes he/she has received an unfair or incorrect performance evaluation, 
it should first be discussed with the supervisor during the initial evaluation interview.  Written 
comments on the evaluation form are allowed, or they may be attached to the form, 
regarding why the employee contends the evaluation is unfair or incorrect.  Written 
comments shall become part of the personnel/Administration file.  Signing an evaluation 
does not indicate agreement with the review, only that it has been received.  If the employee 
remains dissatisfied with the evaluation and wishes to initiate a formal complaint through the 
chain of command, the employee should immediately ask the supervisor or the 
Administration Department for a copy of the Employee Complaints/Appeals policy.  There is 
a 10 business day deadline to initiate the formal complaint, and it runs from the date of the 
evaluation interview. 
 

Section 3.3 
Education and Training 

 
All employees shall have the knowledge and expertise to do their job.  Employees will have 
a minimum educational standard required for their position.  In addition, the Town of Hickory 
Creek will work to provide the following: 
 

• On the job training - Each employee will receive training on procedures, policy, and 
equipment by their supervisor and other employees in similar positions. 

• Government required education and registration – All employees so required will 
achieve and maintain their own educational and registration requirements. 

• Additional training and education – From time to time, additional training and 
education will be required to enhance job performance, knowledge, skills and ability. 
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Section 3.4 

Memberships in Organizations and Associations 
 

The Town of Hickory Creek may pay for memberships in organizations and associations 
whose objectives and purposes are directly related to the objectives and purposes of the 
Town.  Each department administrator will be responsible for approving payment for 
membership in the organization. 
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CHAPTER 4  CONDUCT 
 

Section 4.1   
Commitment 

 
The Town of Hickory Creek believes that each employee wants to provide quality public 
services by meeting high standards of job performance and conduct and by following 
established policies, procedures, rules, regulations, and practices.  For this reason, all 
employees are to be treated as responsible adults in the employment relationship. You are 
expected to meet the Town of Hickory Creek’s performance standards and perform your job 
in an efficient and safe manner.  Supervisors will provide you with a written job description 
and performance standards.  You are expected to hold a high level of commitment to the 
Town of Hickory Creek organization. This commitment should be shown through 
cooperation, good work habits, and high standards of efficiency, economy, and 
accountability in the public service.  

 
Section 4.2 

 Personal Appearance 
 
All employees, regardless of work location and degree of public contact, are expected to 
maintain a good personal appearance and an acceptable standard of cleanliness and 
personal hygiene at all times. 
 
Appropriate appearance is a personal responsibility.  Public employees are expected to have 
high personal, moral and ethical standards.  One of the most noticeable expressions of these 
personal standards is dress and appearance.  As a result, dress and personal appearance 
during working hours is an appropriate subject for all department heads and employees. 
 
While it is not the Town’s intention to dictate the personal wardrobe of employees, the 
appearance and dress of employees are important in creating a favorable image supportive 
of public confidence.  In general, dress and grooming which management might consider 
faddish, extreme, slovenly, or overly casual should be avoided.  The following guidelines 
should prove helpful: 
 
1. Appearance of both male and female employees should be businesslike and within the 

limits of common sense and acceptable community standards. Employees should wear 
clothing that is neat, clean, attractive and suitable for business, except when fieldwork 
is required.  Very casual clothing and evening wear are not appropriate. Moderation is 
the best guide. 

 
2. Those employees issued uniforms are expected to wear them, and present a neat and 

clean appearance. Identification badges should be worn when appropriate. 
 
3. Grooming, hairstyle and length should be the individual’s choice, but should avoid 

extremes, be neat, clean, and suitable for business.  Safety concerns may override 
some employee preferences.  Accessories and shoes should be functional and safe 
for the type of work performed. Since it is impossible to foresee all possible individual 
variations in dress and style, employees should be alert to the reactions of other 
employees and the public to their appearance. 
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4. Judgment is to be exercised by the department head to assure that equitable and 
uniform application of the guidelines prevails. An employee whose personal 
appearance is unacceptable to these general standards will be informed of this 
immediately.  If the problem is not corrected promptly and cooperatively, he or she may 
receive disciplinary action. 

 
Section 4.3 

 Contact with the Public and the Media 
 
Employees are the ambassadors of the Town to all they meet.  Employees need to be 
courteous, polite, and helpful.  Nothing that they do or say should detract from the public 
image of the Town.  If the help that is needed is “not your job” find the people or direct the 
person to the right people to assist them.  If they ask, explain to anyone what you are doing 
and why you are doing it.  If the person is asking about the policies and opinions of the Town, 
direct them to your supervisor.   
 
Contact with the media is centralized to the Town Administrator as Public Information Officer 
(PIO).  Media contact dealing with Police business goes through the Chief of Police.  If a 
member of the media contacts an employee, the employee needs to refer them to the 
appropriate official. 
 

Section 4.4 
Electronic Communications and Systems Access Use 

 
The Town may provide computer networks, Internet access, email, telephones, cell phones, 
digital cameras, voice mail, and fax communication systems for use by Town employees in 
the performance of their job duties.  These communication devices are referred to 
collectively in this policy as “electronic communications systems” or “systems.”  These 
electronic communications systems are designed to support and enhance the 
communication, research and information capabilities of Town employees and to encourage 
work-related communication and sharing of information resources within the Town.  This 
policy governs user behavior pertaining to access and usage of the Town’s electronic 
communications systems. This policy applies to all Town employees, contractors, volunteers 
and other affiliates who use the Town’s electronic communications systems.  The Town’s 
electronic communications systems access must be used in a professional, responsible, 
efficient, ethical and legal manner. 

 
Internet, Instant Message and Email Access 
 
Users desiring Internet, and/or email access must obtain written permission from their 
department head and provide it to the Town Administrator.  Users must acknowledge an 
understanding of this policy and its guidelines as a condition of receiving an Internet, instant 
message and/or email access account.  
 
Failure to adhere to this policy and its guidelines may result in suspending or revoking the 
offender's privilege of access and/or other disciplinary action under Town policies, up to and 
including termination of employment. 
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Acceptable Use 
 
Acceptable uses of the Town’s electronic communication systems are limited to those 
activities that support reference, research, internal/external communication and conducting 
Town business in line with the user's job responsibilities.  Network users are encouraged to 
develop uses which meet their individual needs and which take advantage of the Town’s 
internal network function.  The Town prohibits connection to sites or forwarding of 
information that contain materials that may be offensive to others including, but not limited 
to, sites or information containing sexually explicit material. 
 
Users must understand that use of any Town-provided, publicly accessible computer 
network such as the Internet, instant messaging and email is a privilege.  Personal use of 
Town electronic media is not permitted. Supervisors cannot alter the restrictions of this 
policy. 
 
Unacceptable Uses of Electronic Communications Systems include: 
 

• Using profanity, obscenity, or other language which may be offensive or harassing to 
other coworkers or third parties. 

• Accessing, displaying, downloading, or distributing sexually explicit material. 
• Accessing, displaying, downloading or distributing profane, obscene, harassing, 

offensive or unprofessional messages or content. 
• Copying or downloading commercial software in violation of copyright law. 
• Using the systems for financial gain or for any commercial activity unrelated to Town 

business. 
• Using the systems in such a manner as to create a security breach of the Town 

network. 
• Looking or applying for work or business opportunities other than for internal Town 

postings. 
• Accessing any site, or creating or forwarding messages with derogatory, 

inflammatory, or otherwise unwelcome remarks or content regarding race, religion, 
genetics, color, sex, national origin, age, disability, age, physical attributes, or veteran 
status.  

• Transmitting or sharing information regarding a coworker’s health status without 
permission. 

• Expressing opinions or personal views that could be misconstrued as being those of 
the Town. 

• Expressing opinions or personal views regarding management of the Town or other 
political views. 

• Using the electronic communication systems for any illegal purpose or in any way 
that violates Town policy or is contrary to the Town's best interest. 

 
Responsibility 
 
The person in whose name a Town provided Internet, email or other electronic 
communications system account is issued is responsible at all times for its proper use, 
regardless of the user's location.  
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Exchanges that occur in the course of conducting Town business on the Town’s electronic 
communications systems will be considered a communication of the Town and held to the 
same standards as formal letters.  

 
No Right of Privacy/Monitoring 
 
Users of Town electronic communications systems may not assume they are provided any 
degree of anonymity and employees have no right to privacy with regard to such systems.  
Personal passwords are not an assurance of confidentiality.  To ensure proper use of its 
electronic communications systems, the Town will monitor their use.  Management staff has 
the ability and will, with or without advance notice, monitor and view usage, including but not 
limited to: employee email, voice mail and instant messages, text messages, information 
and material transmitted, received or stored using Town systems and user Internet access 
and usage patterns to assure that the Town's Internet resources are devoted to maintaining 
the highest levels of productivity, as well as proper use and compliance with this policy. 

 
Copyright Restriction 
 
Any software or other material, including music, downloaded into a Town computer may be 
used only in ways consistent with the licenses and copyrights of the vendor, author or owner 
of the material.  Prior written authorization from the Town Administrator is required before 
introducing any software into the Town’s computer system.  Employees may not download 
entertainment software, games or any other software unrelated to their work.    

 
Section 4.5 

Cell Phone Use in the Workplace 
 

The Town recognizes that many employees bring cell phones to work. Cell phones may 
belong to the employee or be provided for the employee’s use by the Town.  The use of 
personal cell phones, including those with a texting, camera and/or video playing capability 
is not permitted during work time without a supervisor’s approval.  Employees who are 
permitted by a supervisor to use a personal cell phone while at work must not allow cell 
phone use to become disruptive or interfere with their own or a co-worker’s ability to do their 
jobs.  Employees who use cell phones to violate Town policy, including the Town’s Sexual 
and Other Unlawful Harassment Policy, will be subject to disciplinary action. 
 
Employees with Town-issued cell phones are allowed to use Town cell phones for personal 
phone calls.   
 
Except in emergency circumstances, employees should not use a cell phone while operating 
a motor vehicle, including both making and receiving phone calls and texting. All employees 
must, when asked by the Town, consent to a request to provide the Town access to all cell 
phone and text message records used for Town business purposes.  Employees using Town 
issued cell phones have no expectation of privacy in cell phone calls, pictures, or text 
messages on these phones.  
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Public Information Act 
 
Employees are advised that records related to calls and text messages made and received 
on Town issued cell phones or business calls made on personal cell phones are public 
information.  Information related to telephone numbers called, length of call, and time and 
date of call as well as the text message itself may be obtainable through the Texas Public 
Information Act, except in narrowly defined circumstances. 
 
Monitoring of Cell Phone Calls 
 
Employees should be aware that cell phone calls are not secure and can be monitored.  It 
is a crime for a third party to intentionally monitor cell phone conversations without the 
consent of one of the parties to the conversation.  Inadvertent monitoring of private cellular 
conversations is possible.  Caution should be used whenever confidential or sensitive 
information must be discussed on a Town issued cell phone. 
 

Section 4.6 
Town Property/Equipment Use 

 
The Town attempts to provide employees with adequate tools, equipment, vehicles and 
facilities for the job being performed, and the Town requires all employees to observe safe 
work practices and lawful, careful and courteous operation of vehicles and equipment.  Any 
Town-provided safety equipment must be used at all times. 
 
From time to time, the Town may issue various equipment or other property to employees, 
e.g., credit cards, keys, tools, security passes, manuals, written materials, uniforms, cell 
phones, computers, and computer-related equipment.  Employees are responsible for items 
formally issued to them by the Town, as well as for items otherwise in their possession or 
control or used by them in the performance of their duties.  At the time of issuance, 
employees may be required to sign certain forms or other documentation evidencing their 
receipt of property and/or equipment and authorizing a payroll deduction for the cost of lost, 
damaged, or unreturned items.  In addition to payroll deductions, the Town may take any 
other action it deems appropriate or necessary to recover and/or protect its property. 

 
Employees must notify their supervisor immediately if any vehicle, equipment, machinery, 
tools, etc. appears to be damaged or defective, or are in need of repair.  The appropriate 
supervisor can answer questions about an employee’s responsibility for maintenance and 
care of equipment used on the job.  The improper, careless, negligent, destructive, 
unauthorized, or unsafe use or operation of equipment will likely result in disciplinary action.   
 
Personal Use Prohibited 
 
Town property, materials, supplies, tools, equipment or vehicles may not be removed from 
the premises or used for personal business without prior written approval by the Town 
Manager, or the Department Director. 
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Tobacco Use Prohibited 
 
The use of all tobacco products of any kind, including smokeless electronic cigarettes is 
prohibited at any time in Town buildings and other facilities, in Town vehicles, while using 
Town equipment, and as otherwise directed. Employees are welcome to smoke on their rest 
breaks outside of the building in designated smoking areas. Smoke breaks which are 
excessive in frequency or length will be treated as an attendance issue.  
 
Vehicle Allowance 
 
An employee may be given a monthly allowance for consistently using such employee’s own 
vehicle for Town business if the use is deemed necessary by the Town Administrator.  The 
amount of the allowance shall be determined by the Town Administrator. 
 
Take Home Vehicles 
 
A Town vehicle may be assigned to a position or employee when it is more economical than 
payment of a car allowance or mileage reimbursement.  To be eligible for assignment of a 
take-home vehicle, an employee must be subject to emergency call back during off duty 
hours to locations other than the employee's normal work station.  No personal use of a 
take-home vehicle is permitted except to commute to and from home or work.  A Town 
vehicle is not to be used for personal business such as going to the bank, grocery store, etc. 
without prior written approval of the Town Administrator.  No alcoholic beverages are allowed 
in Town vehicles.  No passengers may be transported in take-home vehicles except as 
required by official duties. 
 
The Town's vehicles are classified as either "exempt" or “non-exempt" as prescribed by law.  
Most pickups, vans and automobiles are classified as "non-exempt" vehicles.  Employees 
to whom a "non-exempt" vehicle is assigned for take-home may incur a federal income tax 
liability for the benefit of commuting to and from work in a Town vehicle.  Police vehicles 
used by employees on call 24-hours are normally exempt from the benefit tax liability. 

 
Use of Town Vehicles 
 
Town-owned or leased vehicles may be used only for official Town business.  Town owned 
or leased vehicles may only be driven by authorized Town employees.  If an employee drives 
a personal vehicle, or a Town-owned, rented or leased vehicle on the job or while carrying 
out Town-related business, the employee must comply with the following: 
 
• Drivers must have a valid State of Texas driver’s license appropriate for the vehicle 

operated, must maintain a satisfactory driving record, and must inform their supervisor 
of any change in status. 

 
• Always observe all posted laws and speed limits. 
 
• Always wear seat belts when the vehicle is in operation. 
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• No passengers other than Town employees or others on Town business may ride in a 
Town vehicle unless otherwise approved in advance by the department head. 

 
• No personal use of Town-provided vehicles is allowed without the prior, specific approval 

of the Department Director. 
 
• All maintenance and use records for Town vehicles must be completed as directed by 

the employee’s supervisor. 
 
• Report any broken, missing, or worn parts, tires, etc., or any needed maintenance of 

Town vehicles to the appropriate supervisor immediately. 
 
• All drivers must be eligible for coverage under the Town’s insurance policy. 
 
• Drivers covered by Department of Transportation (DOT) regulations must comply with 

the DOT regulations at all times. 
 
• At no time may an employee under the influence of alcohol or a presence in the system 

of illegal drugs drive a Town vehicle or a personal vehicle while conducting Town 
business. 

 
• Employees involved in an accident while operating a Town vehicle, or while operating a 

personal vehicle on town business, must immediately notify the proper law enforcement 
agency (if applicable) and the appropriate supervisor, department director, and/or Town 
Administrator.  Accident reports, along with any law enforcement report, must be filed by 
the employee with the Town Administrator.   

 
The Town may, at any time, check the driving record of a Town employee who drives as 
part of the job duties to determine that the necessary qualifications are maintained as a 
Town driver.  Employees must cooperate in giving the Town whatever authorization is 
required for this purpose.   
 
The above is not a complete and exhaustive list of vehicle use policies.  Violations of any of 
the specific items listed, as well as the improper, careless, negligent, destructive, 
unauthorized, or unsafe use or operation of a vehicle, may result in loss of driving privilege 
or disciplinary action. 
 
Personal Property 
 
All employees shall be solely responsible for their personal property at all times. 
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CHAPTER 5  DISCIPLINE, APPEALS and GRIEVANCES 
 

Section 5.1 
Discipline 

 
The Town’s discipline policy emphasizes the employee’s responsibility for the 
consequences of his or her own behavior, with a focus on communicating expectations for 
changes in behavior and needed improvement.  It also emphasizes that the disciplinary 
process should be fair to both the employee and the Town and as consistent among 
employees and as appropriate to the individual situation as is practicable. The Town’s 
discipline policy and procedures apply to all Town employees, except Council appointees 
and contractual employees, unless otherwise specifically stated. 
 
Employees may be disciplined or discharged at any time and for any or no reason at the 
discretion of the Town.  The policy and procedures are only guidelines for supervisory 
actions; they are not intended to be inclusive of every possible situation.  Furthermore, 
nothing in the policy is meant to imply that disciplinary steps or action must be taken in any 
particular order.  The Town Administrator may disseminate written guidelines for use by 
supervisors to guide disciplinary action. These guidelines may cover the use of warnings, 
conferences, and other corrective techniques; documentation of misconduct and/or failure 
to properly perform; and other matters concerning the discipline or termination of employees. 
Formal disciplinary action may include Oral Reminders/Reprimands, Written 
Reminders/Reprimands, and Suspension without Pay, Demotion, and Discharge. 
 

Section 5.2 
Grounds for Disciplinary Action 

 
Every employee is expected to consistently maintain satisfactory performance standards.  
Continuing performance deficiencies, unlike the isolated violations noted in the subsequent 
sections of this chapter, should first be addressed by the mutually cooperative efforts of the 
supervisor and employee. Those efforts include but are not limited to: 
 

• An analysis of the problem; 
• A determination of needed changes and assistance; and  
• Implementation of a corrective plan of action and establishment of 

achievement dates. 
 
If performance standards are not met within a reasonable period of time, the employee, 
depending upon the reasons for failure, may be transferred, demoted, or terminated.  
 
The following types of conduct are unacceptable and may be cause for discipline in the form 
of oral reprimand, written reprimand, suspension, demotion, or termination, depending upon 
the facts and circumstances of each case.  The examples given below are typical, but not 
all-inclusive: 
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1. Unsatisfactory attendance is exemplified by, but is not limited to, the following 
violations:  

• Unexcused absence or tardiness; Failure to give notice of an absence or 
tardiness to the supervisor thirty (30) minutes before starting time, or as may 
be prescribed by departmental policy; 

• Separate absences or days of tardiness which exceed the average absences 
of days of tardiness of the employee's work group and which lack sufficient 
justification; 

• Absence or tardiness that causes significant curtailment or disruption of 
services without sufficient justification; or 

• Excessive amounts of time off the job, regardless of the reason. 
 

2. Abandonment occurs when an employee, without authorization, is absent from the 
job, or refuses a legitimate order to report to work, for three (3) consecutive workdays.  
The employee is deemed to have abandoned his job and may be terminated. 

 
3. Insubordination, including an inability or unwillingness to perform assigned work 

satisfactorily is exemplified by, but is not limited to, the following violations: 
 

• Failure to follow routine written or verbal instructions;  
• Arguing over assignments or instructions;   
• An accumulation of other deficiencies indicating the employee's continuing failure 

to adequately perform in a productive, efficient, and competent manner; 
• Failure or refusal to follow the lawful and specific orders or instructions of a 

supervisor or higher authority; and/or  
• Pursuit of a denied request to a higher authority without revealing the lower level 

disposition/failure to exhaust chain of command without excuse. 
 

4. Indifference toward work is exemplified by, but is not limited to, the following 
violations: 

 
• Inattention, inefficiency, loafing, sleeping, carelessness, or negligence; 
• Reading unauthorized material, playing games, watching television, movies or 

video cassettes, or otherwise engaging in entertainment while on the job and/or 
in view of the public;  

• Excessive failure to remain at one's work station without notifying his supervisor, 
leaving work without permission, or taking excessive time or more time than 
allowed for eating or break periods;  

• Performance of personal business;  
• Interference with the work of others; or  
• Discourteous or irresponsible treatment of the public or other employees. 

 
5. Sabotage is exemplified by, but is not limited to, the following violations: 

 
• Deliberate damage to or destruction of Town equipment or property; 
• Defacing of Town property;  



 
Town of Hickory Creek Personnel Policy Manual 38 
 
 

• Unauthorized alteration, removal, destruction, or disclosure of Town records;  
• Advocacy of or participation in unlawful trespass or seizure of Town property;  
• Encouraging or engaging in slowdowns, sit-ins, strikes, or other concerted actions 

or efforts to limit or restrict employees from working;  
• Encouraging Town employees to disobey provisions of these rules and 

regulations, Town ordinances, or other laws;  
• Interference with the public use of or access to Town services, properties, or 

buildings; or  
• Threats to commit any act of sabotage as defined in this subparagraph.  
 

6. Safety violations are exemplified by, but are not limited to, the following violations: 
 

• Failure to follow Town or departmental safety rules and regulations; 
• Failure to use required safety apparel;  
• Removal or circumvention of a safety device; 
• Lifting in a manner which may cause injury;  
• Operations of a vehicle or other equipment in an unsafe, negligent, or careless 

manner;  
• Smoking in a prohibited area;  
• Endangering of one's own safety or that of others by careless or irresponsible 

actions or negligence;  
• Failure to report an on-the-job injury, vehicle accident, or unsafe working 

condition;  
• Failure of a supervisor to remove from the workplace or to assist to a safe location 

an employee whose mental capabilities are impaired due to injury, illness, alcohol 
or drug use, or emotional distress; or  

• Failure to maintain an insurable driving record acceptable to the Town.  
 
7. Dishonesty is exemplified by, but is not limited to, the following violations: 

 
• Acceptance of money or anything of value from a person subject to the regulatory 

decision or supervision of the employees;  
• Cheating, forging, or falsification of official Town reports or records;  
• False reporting of the reason for a paid leave of absence; or  
• Other falsifying action detrimental to the Town, Town employees, or others. 

 
8. Theft, regardless of item value, is exemplified by, but is not limited to, the following 

violations 
 

• Unauthorized taking of Town property, Town supplies or the property of others;  
• Unauthorized use of Town or employee funds;  
• Using or authorizing the use of Town equipment, supplies, or employee services 

for other than official Town business, including the unauthorized use of long 
distance or pay telephone services (including "900" toll calls); or  

• Using or authorizing the use of Town equipment or employee services without 
proper authority.  
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9. Abuse of drugs or alcohol is exemplified by, but is not limited to, the following 
violations: 

 
• The manufacture, distribution, dispensing, possession, sale, purchase or 

consumption of drugs or alcohol during working hours, work breaks, lunch period, 
in a Town vehicle or at any time while the employee is on Town property; 

• Entering Town property or reporting to work unable to perform duties in an 
effective and safe manner due to the ingestion, inhalation or injection of a drug or 
ingestion of an alcoholic beverage; 

• Employees may use legally prescribed drugs or over the counter medicines, but 
must not use any drugs or medicines that impair his/her ability to perform the job 
safely and satisfactorily. Employees shall report to a supervisor the taking of any 
medication that might impair their ability to perform their duties; 

• Criminal acts involving the use of illegal drugs or alcohol while off duty are grounds 
for termination. 

 
10. Disturbance is exemplified by, but is not limited to, the following violations: 

 
• Fighting or boisterous conduct;  
• Deliberate causing of physical injury to another employee or citizen; 
• Use of profane, abusive, threatening, or loud and boisterous language;  
• Harassment, as defined by the Texas Penal Code, or intimidation; 
• Sexual harassment or violation of equal employment opportunity policies;  
• Spreading of false reports; or  
• Other disruption of the harmonious relations among employees or between 

employees and the public.  
 
11. Abuse of Town property is exemplified by, but is not limited to, the following violations: 

 
• Intentional, careless, or negligent damage or destruction of Town equipment or 

property;  
• Waste of materials or negligent loss of tools or materials;  
• Improper maintenance of equipment; or  
• Damage caused by use of tools or equipment for purposes other than that for 

which the tool or equipment was intended.  
 

12. Misconduct is any criminal offense or immoral conduct, during or off working hours, 
which, on becoming public knowledge, could have an adverse effect on the Town or 
the confidence of the public in Town government. "Criminal offense" means any act 
constituting a violation of law and/or resulting in charges being filed, arrest, or 
confinement.  

  
13. Violation of the Town’s Unlawful Harassment policy. 

 
14. An employee shall maintain high standards of moral conduct in his personal affairs 

and shall not be a participant in any incident involving moral turpitude which tends to 
or does impair his ability to perform as a Town employee or cause the Town to be 
brought into disrepute. 
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15. An employee shall notify their immediate supervisor of all traffic violations, arrest 
and/or convictions within twenty-four hours of any offense. 

 
16. Except for sworn peace officers, no employee of the Town, whether licensed or not 

licensed by the State of Texas to carry a handgun, shall carry a handgun or any other 
firearm into any Town building or portion of a building, or any town vehicle.  

 
17. Engaging in conflicts of interest could compromise the appearance of professionalism 

and impartiality necessary to public service. Examples of prohibited conduct that 
could constitute an improper conflict of interest are: 

 
• No employee shall accept any gift, or favor from any citizen, person, firm, group 

or corporation that does business with the Town or that might reasonably be 
expected by the donor to result in favorable or special treatment in the 
performance of the employee’s official duties. 

• No employee shall use his/her official position to secure or grant benefits, 
privileges, or special consideration to himself/herself or others beyond that which 
is available to every other citizen, person, firm, group, or corporation. 

• No employee shall transact any business on behalf of the Town in his/her official 
capacity with any business entity with which he/she is an officer, agent, or 
member, or in which he/she owns directly or indirectly an interest. 

• No employee shall accept other employment or engage in outside activities 
incompatible with the full and proper discharge of his/her duties and 
responsibilities with the Town, or which might impair his/her independent 
judgment in the performance of his/her public duty. 

• No employee shall receive any fee or compensation for his/her services as an 
officer or employee of the Town from any source other than the Town, except as 
may otherwise be provided by law. This shall not prohibit his/her performing the 
same type of other services for a private organization that he/she performs for the 
Town if there is no conflict with his/her Town duties and responsibilities 

 
Section 5.3 

Types of Disciplinary Action 
 
In making a decision as to what discipline should be recommended, the supervisor should 
consider such factors as the type and severity of the offense or offenses, the employee's 
work record, and any mitigating circumstances which may be relative to the situation. 
 
The following disciplinary actions are not exclusive and may be initiated against an employee 
for violations of these Policies and/or Town or departmental rules and regulations: 
 
Verbal Counseling 
 
Verbal counseling is best suited for a minor rule infraction or incident of substandard 
performance.  Verbal counseling should identify violations and indicate areas needing 
improvement. A written record of this warning shall be maintained in the employee's 
personnel file. 
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Written Reprimand 
 
A written reprimand is a formal warning of an infraction that may result in suspension, 
demotion, or termination should the violation recur.  Both the supervisor and the employee 
should sign the written reprimand. Included in the written reprimand should be a statement 
of what changes in behavior are expected, when the next evaluation will be held and what 
penalty will be imposed if no changes are made by the employee.  Copies of the written 
reprimand and all supporting documentation, if any, will become part of the employee's 
personnel file. The employee shall be given the opportunity to respond in written form to the 
written reprimand. 
 
Suspension 
 
A suspension is to bring about a change in behavior and results in time off without pay.  The 
employee should be encouraged to reflect on his behavior during the suspension and to 
decide whether he wishes to correct the offending behavior or terminate his employment. A 
Department Head may suspend an employee without pay for a period of not less than one 
(1) hour nor more than ten (10) working days. Prior to suspending an employee, a 
Department Head shall confer with the Town Administrator. Suspension for more than ten 
(10) working days requires the written approval of the Town Administrator. A suspension 
becomes a permanent part of the employee's personnel file. 
 
Demotion 
 
A Department Head may demote an employee for a disregard or violation of these Policies 
and/or any Town or departmental rule or regulation, or for repeated refusal or inability to 
improve performance.  Prior to demoting an employee, a Department Head shall confer with 
the Town Administrator regarding the proposed demotion. Demotions may be either 
permanent or for a predetermined specified period of time, and shall result in a reduction of 
salary. The demotion becomes a permanent part of the employee's personnel file. 
 
Termination 
 
An employee may be dismissed from employment at any time for any reason.  The Town 
Administrator must ratify any termination of an employee.  The ratification will take place as 
soon as possible.  
 
An employee is not entitled to progressive discipline.  For example, the Town is not required 
to provide an employee with verbal counseling or a written reprimand before suspending, 
demoting, or terminating the employee. 
 

Section 5.4   
Disciplinary Procedures 

 
Any disciplinary action, with the exception of oral reprimand/employee counseling, shall be 
presented in written form to the employee and the Town Administrator specifying: 
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• The type of disciplinary action taken, i.e., written reprimands, suspension, or 
demotion;  

• The specific rule violated;  
• The specific incident, including date(s), if applicable, causing the action;  
• A written or verbal response from employee regarding the allegations against 

him/her; 
• The employee's right to appeal to a specific office within a specified time; and  
• The finality of the action if the employee fails to appeal within the specified time 

 
Section 5.5   

Appeals of Disciplinary Action 
 
An employee may appeal the following disciplinary actions to the Department Head if the 
discipline was imposed by a supervisor of lesser rank than the Department Head: a) Verbal 
Counseling and b) Written reprimands.  The decision of the Department Head will be final 
and non-appealable.  If the Department Head makes the initial decision no appeal is 
available. 
 
The following actions may be appealed to the Town Council: suspension, demotion and 
terminations.  The appeal must be submitted to the Town Administrator.  The procedures as 
set forth below will be adhered to.  The decision of the Town Council is final and no appeal 
is available. 
 
In order to appeal disciplinary actions, an employee must submit a written request for an 
appeal, within three (3) business days of the action to the person who will hear the appeal.  
If the appeal is to be heard by the Town Council, the written request must be submitted to 
the Town Administrator. 
 
The appeal of disciplinary action will be an informal process wherein an employee will be 
given an opportunity to convince the Council that the action was not appropriate.  The 
hearing will be conducted in executive session pursuant to the personnel exception to the 
Open Meetings Act, unless the employee requests that it be public.  The hearing will be 
confined to a consideration of the reasons for the proposed or actual disciplinary action.  If 
the reasons for the action have not yet been reduced to writing, they will be presented to the 
employee at least three (3) days prior to the hearing.  The sole purpose of the hearing is to 
allow the employee an opportunity to respond to allegations of misconduct.  It is not a formal 
evidentiary hearing.  The Town’s sole evidence may be the testimony of the individual who 
imposed the disciplinary action. 
 
The employee may present testimony on their behalf, but the person(s) hearing the appeal 
may, at their discretion, impose reasonable time limits upon the presentation.  After the 
hearing, the Council may approve, modify, disapprove, or rescind in whole or in part the 
original decision.  Any appeal decision is final and non-appealable. 
 
The procedures as set forth herein are intended to be used as guidelines only and are not 
to be interpreted as giving any employee substantive or procedural due process.  All 
employees serve the Town on an at will basis.  These guidelines do not alter the at will 
relationship between the Town and any employee. 
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Section 5.6 
Grievance Procedures 

 
Definition of Grievance. Employee complaints of inconsistent and/or unlawful treatment, 
interpretation and/or application of Town or departmental policies, procedures, or practices; 
and retaliation. 
 
Any employee wishing to submit a complaint or grievance must first discuss the grievance 
with the employee’s immediate supervisor.  If the matter is not resolved to the employee’s 
satisfaction, the employee may take the grievance to the employee’s Department Head.  The 
employee must submit the grievance in writing on/in seven calendar days after receiving the 
supervisor’s response. 
 
An employee failing to gain satisfaction after conferring with the employee’s department 
head may present the grievance to the Town Administrator.  The employee must notify the 
Town Administrator within seven calendar days of the desire to have the grievance 
considered by the Town Administrator. 
 
At the discretion of the Town Administrator, a special employee grievance committee may 
be appointed to investigate any grievance and make a recommendation to the Town 
Administrator. 
 
The decision of the Town Administrator is final.  
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CHAPTER 6  PERSONNEL RECORDS 
 

Section 6.1 
Personnel Files and Records 

 
The Town of Hickory Creek will request, use and retain only that personal information about 
employees that is required for business or legal reasons.  The confidentiality of all personal 
information in Town records and files will be protected, preserved, and maintained for all 
Town employees in compliance with State and Federal laws. 
 
You have access to personal information in your personnel files and will have the right to 
correct inaccurate information or express, in writing, disagreement with the accuracy of 
information maintained.  
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CHAPTER 7 SAFETY 
 

Section 7.1 
Safe Working Conditions 

 
It is the policy of the Town to make every effort to provide healthful and safe working 
conditions for all its employees.   

 
1. Employees will follow all established safety regulations and use all safety equipment 

provided by each department. 
 
2. Each department head is responsible for reviewing all work procedures and enforcing 

all necessary safety rules, and providing any safety equipment necessary to provide 
a safe working environment. 

 
3. Employees shall immediately report any accidents or injuries occurring on the job to 

their supervisor.  The supervisor shall take all necessary action to ensure the safe 
transportation and/or treatment of the injured.  The supervisor shall then notify the 
Town Administrator’s Office of the incident and shall file a written accident report with 
the Administration Department. 

 
4. Employees shall not be compelled by orders of a supervisor to commit acts that are 

unlawful or pose unusual and unnecessary risk to the health or life of the employee.   
 

Safety is important to the Town and to you.  Failure to follow safety rules is grounds for 
discipline up to and including termination. 

 
Section 7.2 

Driving Record Checks 
 

An employee required to drive a Town vehicle or personal vehicle as a regular part of their 
job  will have their driving record reviewed from time-to-time.  In addition, any and all traffic 
accidents, moving violations, convictions (including probated sentences), and/or license 
suspensions, whether occurring on or off the job, must be reported to your immediate 
supervisor within twenty-four hours of occurrence. In order to ensure the safety of all 
employees and the public, employees may be forbidden to operate street vehicles based on 
a case-by-case review of driving records.  If driving is an essential function of the job, this 
may result in termination. 
 
An employee charged with, but not convicted of, any major moving violations including 
D.W.I. or D.U.I., may be removed from driving pending the resolution of the alleged violation, 
or, if the employee is not lawfully authorized to drive and driving is an essential job function, 
the employee may be terminated.   
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CHAPTER 8  COMPENSATION 
 

Section 8.1   
 Pay Days 

 
The pay period for the Town of Hickory Creek is Bi-Weekly.  Checks are issued the Thursday 
following the two-week pay period ending on the previous Sunday. 
 
If the payday falls on a holiday, checks will be issued on the last working day preceding the 
holiday. 
 

Section 8.2   
 Overtime Pay 

 
The Fair Labor Standards Act defines “exempt” employees.  Exempt employees are not 
covered by this section and are not required to be compensated for overtime.  Due to the 
nature of exempt work, exempt employees may work irregular, incidental, casual or 
discretionary hours beyond their normal work schedule.  Such hours are an integral part of 
the job and should not be considered for overtime compensation. Generally, “supervisory,” 
“professional,” and certain “administrative” employees are exempt.    
 
Vacation, sick, and holiday leave time do not count as “hours worked” for purposes of an 
employee reaching the overtime threshold.  
 
Nonexempt employees may not work overtime (more than 40 hours per week) without prior 
approval by their supervisor.  Any nonexempt employee who works overtime without prior 
supervisory approval shall be disciplined, up to and including termination.   
 

Section 8.3 
Longevity Pay 

 
Regular, full-time employees are eligible to receive longevity pay after six months of service.  
Longevity pay is calculated from date of hire through the end of the calendar year.at the rate 
of $6.00 per month.  Payment of longevity will be during the last two weeks of November 
each year.   An employee who terminates employment with the Town either voluntarily or 
involuntarily before December 1 will not be paid the longevity pay for the previous years of 
service. 
 

Section 8.4 
Final Pay Upon Separation 

 
Upon final separation, an employee shall be paid his or her last paycheck on the next 
regularly scheduled payday. 
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Section 8.5 
Travel and Subsistence Allowance 

 
Statement of Policy 
 
When employees of the Town are required to travel on official business, the Town will pay 
reasonable amounts for transportation, meals, and lodging.  An employee is expected to 
show good judgment and an appreciation for economy when incurring travel expenses. 
Expense limits established by these regulations are limits, and not allowances or 
authorization to spend that much if less would be adequate. 
 
General 
 
Travel expenses must be itemized on a travel expense form, which must be forwarded to 
the Administrative Department within three working days after returning from a trip.  Paid 
bills for lodging and receipts for air or rail fares are required to be attached to the travel 
expense form if such expenses have been incurred.  The Town shall pay actual registration 
fees which shall be based upon a copy of the official conference brochure indicating such 
fees. 
 
Meal Allowance 
 
Expenses for meals shall either be charged to a Town credit card, or reimbursed at actual 
cost as supported by itemized receipts submitted to the Administrative Department within 
two (2) business days of return from the trip.  Meals should be kept to a reasonable amount, 
not to exceed a total of forty ($40) dollars a day for breakfast, lunch and dinner. 
 
Transportation  
 
The Town may purchase tickets in advance for employees traveling by common carrier.  All 
employees shall travel in tourist or economy class where such services are available. 
 
Municipal owned vehicles may be used for out-of-town travel.  All expenses incurred for 
operation of such vehicles must be documented by receipts attached to the expense report.  
Employees who, with authorization from their Department Head, use their personal vehicles 
for official business will be reimbursed for mileage at the current Internal Revenue Service 
rate. 
 
Receipts must be attached to the expense report to claim reimbursement for all 
transportation costs.  If receipts were not available for ferry, bridge, road and parking tolls, 
and taxicab fares, these items can be itemized with the reason the receipts were not 
available.  Reimbursements for those unreceipted costs will be determined on a case-by-
case basis. 

 
Lodging  
 
An employee is expected to make hotel or motel reservations well in advance whenever 
possible and to take other actions to insure that lodging is secured at moderate rates.  
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If an employee is to attend a formal, organized meeting or conference, he/she may stay at 
the hotel where the meeting is to be held unless it is within a 50-mile radius of town hall.  
The Town, in all cases, will pay no more than the regular single room rate. 
 
Non- Allowable Expenses 

 
Expenses or charges for the following will normally not be reimbursed and must be paid for 
by the employee: 
  

• In-hotel pay television and movies; 
• Dry cleaning and laundry; 
• Health club and spas; 
• Expenses of a spouse;  
• Alcoholic beverages; 
• Personal long distance telephone calls; and 
• Other items of a personal nature. 

 
Section 8.6 

Attendance and Work Hours 
 
Regular Work Hours  
 
Nonexempt employees of the Town, except for Police Department Personnel, normally work 
40 hours in a seven-day workweek.  Exempt employees may be required to work in excess 
of 40 hours in certain weeks.  
 
The work week begins at 12:00 a.m. on Monday and ends at 11:59 p.m. on Sunday.   
 
Police Officers subject to the 7K partial exemption from overtime work a 14-day period, and 
do not reach “overtime” until he/she has worked more than 86 hours in the 14-day period.  
 
Adjustment to Work Hours  
 
In order to assure the continuity of Town services, it may be necessary for Department 
Directors to establish other operating hours for their departments.  Work hours and work 
shifts must be arranged to provide continuous service to the public.  Employees are 
expected to cooperate when asked to work overtime or a different schedule.  Acceptance of 
work with the Town includes the employee’s acknowledgement that changing shifts or work 
schedules may be required and indicates that the employee will be available to do such 
work.  
 
Call Back Pay 
Non-exempt employees, who are called out for work outside scheduled working hours, shall 
be paid for any time worked during the call back period or a minimum of one (1) hour, 
whichever is greater. Time worked will be calculated at the employee’s regular rate of pay; 
overtime compensation is applicable only for non-exempt employees when total hours 
worked exceed the regular full time work week. 
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Attendance Records  
 
Employees are expected to be at their work stations and ready to work at their scheduled 
start time.  Employees are required to record the number of hours worked each day, as well 
as the time they arrived to work, the time they left for and returned from lunch, and the time(s) 
they left for and returned from any unpaid break during the work day.   
 
Attendance and Punctuality 
 
To maintain a safe and productive work environment, the Town expects employees to be 
reliable and punctual in reporting to work.  Absenteeism and tardiness are disruptive and 
place a burden on the Town and on co-workers.  Either may lead to disciplinary action, up 
to and including termination of employment.   
 
In most instances, an employee who fails to properly notify the supervisor in advance of an 
absence or tardiness will be subject to disciplinary action up to and including termination.  
An employee who fails to notify the Town of an absence of three days or more may be 
presumed to have voluntarily resigned employment.     

 Occurrences/Days Disciplinary Action 
Tardies and Missed Clocks In/Out 2 occurrences Verbal Counseling 
One (1) Occurrence is equal to: 4 occurrences Written Reprimand 

• Two (2) Tardies 6 occurrences Suspension 
• Two (2) Missed Clocks In/Out 8 occurrences Termination 

Absence- Without a Doctor's Excuse 4 Days Verbal Counseling 
  6 Days Written Reprimand 
  8 Days Suspension 
  10 Days Termination 
Absence-No Call/No Show 1 Day Suspension 
  2 Days Termination 

Tardies and Missed Clocks In/Out 

One (1) occurrence is equal to Two (2) Tardies or Two (2) Missed Clocks In/Out  

• 2 occurrences within a 12-month period:  Verbal Counseling 
• 4 occurrences within a 12-month period:  Written Reprimand 
• 6 occurrences within a 12-month period:  Suspension 
• 8 occurrences within a 12- month period: Termination 

Absence - Without a Doctor’s Excuse 

• 4 days within a 12-month period:  Verbal Counseling 
• 6 days within a 12-month period:  Written Reprimand 
• 8 days within a 12-month period:  Suspension 
• 10 days within a 12- month period: Termination 
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Absence - No Call/No Show  

• 1 day within a 12-month period:   Suspension 
• 2 days within a 12-month period: Termination 

Section 8.7 
Clocking In & Out for Employees 

 
The Fair Labor Standards Act (FLSA) requires employers to keep records on wages and 
hours worked. The Town of Hickory Creek has elected to use an automated timekeeping 
system as a means to track time worked for employees. 
 
The FLSA requires employers to pay non-exempt employees for all hours worked, so 
it is important for employees to clock in and clock out appropriately. Early or late clocking 
in/out will not be permitted, unless the employee is actually working.  

 
Rounding 
 
It is permissible to round the employee's start time and stop time under the FLSA when 
used in such a manner that it will not result, over a period of time, in the failure to 
compensate properly for all hours actually worked by non-exempt employees. The Town 
of Hickory Creek’s timekeeping system records time to the nearest quarter  of an hour 
(15 minutes). The 7-minute rule comes into play when rounding the employee's start 
time and stop time based on 15-minute increments. Employee time from 1 to 7 minutes 
may be rounded down, and thus not counted as hours worked, but employee time from 
8 to 14 minutes must be rounded up and counted as a quarter-hour of work time. 
 
Example: 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 

Time Clocked In Time Rounded To 
Assumes a 7:00 a.m. start time 
Between 6:45 a.m. - 6:52 a.m. 6:45 a.m. 
Between 6:53 a.m. - 7:00 a.m. 7:00 a.m. 
Between 7:00 a.m. - 7:07 a.m. 7:00 a.m. 
Between 7:08 a.m. - 7:15 a.m. 7:15 a.m. 
Assumes a 4:30 p.m. stop time 
Between 4:15 p.m. - 4:22 p.m. 4:15 p.m. 
Between 4:23 p.m. - 4:30 p.m. 4:30 p.m. 
Between 4:30 p.m. - 4:37 p.m. 4:30 p.m. 
Between 4:38 p.m. - 4:45 p.m. 4:45 p.m. 
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Section 8.8 
Breaks 

 
The Town may allow rest breaks as authorized by an employee's immediate supervisor 
during the course of each work day to prevent undue fatigue. 
 
Rest Breaks 
 
Full-time employees may, depending on individual departmental work schedules and the 
discretion of the supervisor, take up to two fifteen minute, paid breaks each day, one during 
the first part of the work day and the other during the latter part of the work day.  Breaks may 
not be combined.  Time spent on rest breaks will be compensated as hours worked.  An 
employee is expected to be punctual in starting and ending breaks and will be subject to 
disciplinary action for tardiness.  
 
Meal Periods  
 
Full-time employees are normally provided a 30-minute unpaid meal break near the middle 
of the workday. Employees will be relieved from work responsibilities during unpaid meal 
breaks.  Employees may not extend meal breaks beyond their assigned period without 
permission from supervisor. 
 
Lactation Break  
 
Nursing mothers will be provided with reasonable unpaid break time to express breast milk 
for up to one year after the birth of a child in accordance with applicable law. If an employee 
needs time beyond the usual lunch and break times, the employee may use vacation or 
make up time as approved by supervisor.  Employees and supervisors are expected to 
agree, in advance, upon a break schedule and how the time will be counted or made up. A 
private room will be provided for nursing mothers to use. Employees who have a private 
office may use it if they prefer.  
 
Supervisor Responsibility  
 
Supervisors are responsible for scheduling the time for employee rest and lactation breaks 
and should take into consideration the work load and nature of the job performed.  Whenever 
necessary, the supervisor may change the frequency and length of rest breaks. 
 
Practices Not Permitted 
 
The following practices are not permitted uses of rest breaks: 
 
• combining two daily breaks into one thirty (30) minute rest break; 
• "banking" break period time from day to day; 
• saving break period time to extend lunch periods or shorten the scheduled work day; or 
• requesting overtime pay for work performed during break period time. 
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CHAPTER 9 BENEFITS 
 

Section 9.1 
Holidays 

 
The Town of Hickory Creek observes the following days as paid holidays: 
 

• New Year’s Day 
• Martin Luther King Day 
• President’s Day 
• Good Friday 
• Memorial Day 
• Independence Day 
• Labor Day 
• Veteran’s Day 
• Thanksgiving Day 
• Day after Thanksgiving  
• Christmas Eve 
• Christmas Day 

 
Regular full-time employees shall be paid for official paid Town holidays providing the 
employee is not on an unpaid leave of absence immediately preceding and following the 
holiday. 
 
Police Department personnel who are not scheduled to work on a holiday due to the rotation 
of shifts, will be scheduled off for an eight-hour day during the same pay period or the 
following pay period. Holiday time will not be carried over beyond two pay periods. If the 
time is not utilized it will be forfeited.  
 
Any employee who is scheduled to work and actually works, or is called in to work during a 
holiday will be paid double time.  
 
If a holiday falls on a Saturday, the proceeding Friday shall be observed as the holiday. If 
the holiday falls on a Sunday, the following Monday shall be observed as the holiday. 
 
A holiday does not count towards compensable hours of work. Stated another way, holiday 
hours do not count as “hours worked” for purposes of reaching the overtime threshold.  

 
Section 9.2 

Personal Days 
 
Regular full-time employees may take two Personal Days after six months of employment. 
Personal Days must be used during the fiscal year October 1st through September 30th.or 
will be forfeited.  
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Section 9.3 
Vacation 

 
Regular full-time employees begin to accrue paid vacation benefits on the first day of 
employment as follows: 
 
    Years of Service   Accrual Rate Based on 24 Pay Periods Per Year 
   1 - 5    3 hours and 20 minutes per pay period 
   6 - 11    5 hours per pay period 

 12 +    6 hours and 40 minutes per pay period   
 
Vacation leave does not accrue for any month in which an employee is in a leave without 
pay status for at least one half or more of the standard number of paid days for his/her 
employment.   
 
An employee shall be allowed to carryover a maximum of two times his/her annual rate of 
accrual from one fiscal year to the next. Accumulated vacation time in excess of the allowed 
maximum rate of carry-over will be forfeited by the employee. 
 
Paid vacation benefits may be taken upon completion of 6 months of service and may be 
taken in hourly increments.  Employees shall be permitted to take vacation leave at such 
time, in the judgment of the director or supervisor, or Town Administrator, as will best serve 
the interest of the organization and the employee.  Employees are encouraged to use their 
vacation leave in a timely manner so that they are not face with losing vacation leave at the 
end of the fiscal year.  
 
If you are eligible for vacation leave, you must submit a vacation request form in advance of 
your requested time off to obtain approval from your supervisor and the Town Administrator.  
 
Vacation leave shall be granted in two (2) hour increments up to a maximum of two (2) 
weeks in a row. 
 
Vacation leave does not count towards “hours worked.” An employee will be paid for accrued 
and unused vacation leave up to the employee’s maximum annual accrual, which in no event 
will exceed 320 hours.  
 

Section 9.4 
Sick Leave 

 
Full-time employees accrue paid sick leave 3 hours per pay period with the exception of the 
months that include three pay periods; or, 72 hours per year.  During the months where the 
employee gets three checks, sick pay will accrue on the first and last pay period of the month. 
Sick leave maximum accrual is 320 hours.  
 
No sick leave accrues for any month in which an employee is in a leave-without-pay status 
for at least one half or more than the standard number of paid days per month. 
 
If an employee has more than 320 hours, the employee will not accrue any more leave until 
the sick leave balance is at 320 or below. 
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For employees who have more than 320 hours of accrued sick leave, he/she may use that 
leave.  
 
If eligible for paid sick leave, it may be used for time off due to employee illness, routine 
health care appointments, and to care for a sick member of the employee’s immediate 
family. “Immediate family members” are defined as an employee’s spouse, domestic partner, 
parents, stepparents, siblings, children, stepchildren, grandparent, father-in-law, mother-in-
law, brother-in-law, sister-in-law, son-in-law, daughter-in-law, or grandchild.  
 
If sick leave is used fairly and properly, there will seldom be any question concerning its use.  
However, if there are frequent absences from work or an absence for more than three days, 
a physician’s statement to the supervisor or department administrator will be required to 
explain sick leave use. 
 
Employees who use their sick leave without just cause may be dismissed. Supervisors may 
require a physician’s statement from any employee who uses sick leave credit if deemed 
warranted. Employees who miss more than three (3) consecutive workdays due to illness or 
injury are required to provide a statement from his or her physician regarding the illness or 
injury.  Failure to do so may result in dismissal, suspension, and/or forfeiture to pay the 
absences. 
 
If an employee is ill and unable to report to work, the employee or someone on his/her behalf 
must contact the appropriate supervisor prior to the start of the employee’s work shift.  It is 
the employee’s obligation to check with his/her supervisor to find out exactly what the 
procedure is for requesting and using sick leave. 
 
Health issues related to pregnancy, childbirth, or related medical conditions will be treated 
the same as other health-related issues caused or contributed to by other medical 
conditions, including work-related health issues.  The point at which an employee needs 
leave related to pregnancy begins and ends is a matter for the employee’s physician to 
determine. An employee may use accumulated sick leave and vacation leave to the extent 
that leave is available to pay for absences related to pregnancy or childbirth.  Once accrued 
sick leave and vacation leave is exhausted the employee may be eligible to request an 
unpaid leave of absence. 
 
Sick leave shall be granted in one (1) hour increments.  
 
Sick leave does not count towards “hours worked.” Employees are not paid for accrued and 
unused sick leave at time of separation of employment.  
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Section 9.5 
Bereavement Leave 

 
Bereavement leave with pay for a period not to exceed three days per occurrence will be 
given to any regular, full-time employee in case of death in the immediate family. “Immediate 
family members” are defined as an employee’s spouse, domestic partner, parents, 
stepparents, siblings, children, stepchildren, grandparent, father-in-law, mother-in-law, 
brother-in-law, sister-in-law, son-in-law, daughter-in-law, or grandchild.  
 
If there is a death in the family, the employee should request leave in advance or as soon 
as possible to his/her immediate supervisor. The supervisor should obtain permission for its 
use through the supervisor’s chain of command.   
 
An employee may be required to provide proof of death/funeral/family relationship in support 
of bereavement leave.  Bereavement leave pay is paid at the employee’s base rate at the 
time of absence.  It does not include overtime or any special forms of compensation.  Paid 
time off for bereavement leave is not counted as hours worked for purposes of determining 
overtime. 
 
Employees who wish to attend funerals for other than immediate family must use vacation 
or unpaid leave. 
 
Time off granted in accordance with this policy shall not be credited as time worked for the 
purpose of computing overtime.  

 
Section 9.6 

Jury Duty Leave 
 
The Town provides paid leave to regular full-time employees required to serve on jury duty 
or requested to testify as a witness by the Town in a Town-related civil, criminal, legislative, 
or administrative proceeding.  Court appearances for testimony, investigation, and court 
preparation as a result of official duties as a Town employee (e.g., police, fire, inspections, 
animal control, etc.) are compensated as actual hours worked and are not classified as paid 
leave.  In all other cases, employees are required to schedule accrued vacation, holiday or 
compensatory leave; otherwise a nonexempt employee’s time off to testify will be considered 
a leave without pay.  

 
The employee must provide documentation of the requirement for jury duty, subpoena 
compliance, etc., with the leave request, along with supporting documentation to their 
supervisor as soon as possible so that arrangements can be made to accommodate the 
absence.  
 
An employee who is on jury duty typically must report for work for the remainder of the day 
upon completion of court or jury service, or request approval for use of other available paid 
time off.  Any payment for jury duty received by the employee may be retained by the 
employee. 
 
Jury duty leave is paid at the employee’s base rate at the time of leave and does not include 
overtime or any other special forms of compensation.   
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Section 9.7 
Military Leave of Absence 

 
Military Leave will be granted without pay.  If you are a member of the military services, 
active services, reserve units, National Guard, or other special unit, you may receive up to 
fifteen (15) days/ 120 hours of paid military leave per calendar year.  You will be asked to 
submit a copy of the order, directive, notice, or other document that requires you to report 
for duty when requesting leave. 
 

Section 9.8 
Workers Compensation  

 
Eligibility for Workers’ Compensation 
 
Workers’ compensation is designed to cover the costs associated with injuries resulting from 
identifiable and specific accidents or injuries occurring during the course and scope of one’s 
employment.  It is not designed to cover ordinary diseases of life. All employees and 
volunteers of the Town are covered by workers’ compensation insurance. 
 
An employee injured on the job may be eligible for workers’ compensation benefits, which 
may cover the cost of hospitalization, doctors, treatment, prescription drugs and other 
related expenses, to include possible partial salary continuation.   

 
Injuries not directly related to or caused by a specific accident or incident that occurred in 
the performance of the employee's job duties for the Town, injuries occurring while an 
employee or volunteer is working or volunteering for an employer or organization other than 
the Town, and/or injuries occurring during self-employment, are not covered under the 
Town’s workers’ compensation plan.   

 
Accident and Injury Reporting Procedures 
 
1. Medical Attention.  When an employee is injured on the job, the Town’s first priority is to 

ensure that the employee gets timely medical attention.  The employee must immediately 
report the circumstances of the accident and/or injury to the supervisor who will direct 
the employee to seek medical treatment, if necessary, from the Approved Doctor List 
(ADL), as provided by the Texas Department of Insurance. 

 
2. Reporting and Documentation.  The employee’s supervisor is responsible for notifying 

the Town Administrator immediately upon being made aware of an employee’s 
involvement in an accident or injury.  This timely notification is critical.  

 
The employee’s supervisor will initiate a thorough investigation into the cause and 
circumstances of the accident causing the injury, including interviewing all witnesses and 
preparing a detailed written report explaining the facts of the accident that occurred.  The 
supervisor must submit the Town’s Accident Report, First Report of Injury or Illness and any 
other related information to the Town Administrator no later than the next business day after 
the injury was reported or no later than 9 a.m. on Monday for injuries occurring over the 
weekend. 
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If the employee’s supervisor has reason to believe that an injury has been reported that is 
not directly related to or caused by a specific accident or incident occurring in the 
performance of the employee’s assigned job duties, the supervisor must advise the Town 
Administrator of these circumstances.   
 
The decision of whether or not an injury will be covered by workers’ compensation will be 
made by the Texas Department of Insurance and not by the Town. 
 
If the employee's treating physician recommends convalescence at home, the employee is 
required to contact the supervisor each day during the time away from work and to report to 
the Town Administrator each Friday.  For every doctor's office visit, the employee is required 
to obtain from his doctor a completed Work Status Report, which includes the employee’s 
diagnosis, when the employee is expected to be able to return to work, the employee’s 
restrictions and the date of the employee's next appointment. 
 
It is the employee's responsibility to ensure that a copy of the Work Status Report is 
forwarded to the Town Administrator and to the supervisor.  Failure to report to the Town 
Administrator as required may result in disciplinary action, up to and including termination of 
employment. 
 
Returning to Work 
 
The employee is to return to work immediately after treatment unless the employee’s 
physician will permit neither regular duty nor modified duty.  The employee must have a 
written release from the doctor to return to work and the release must specify any 
restrictions.  The Town does not guarantee the availability of a modified duty opportunity.  
However, the employee must accept any modified duty assignment that is offered, including 
an assignment in another department.   
 
All modified duty assignments must be approved by the Town Administrator to ensure 
compliance with the Town’s policies, the physician’s restrictions/release and with the 
Americans with Disabilities Act (ADA,) the Americans with Disabilities Act as Amended 
(ADAAA).   
 
Maximum Time Limits 
 
Subject to other restrictions, limitations and earlier terminations as applicable in particular 
circumstances, the Town will hold open an employee's position following an injury that 
occurred while performing official job duties or conducting Town business, for a reasonable 
time period if holding the position does not result in undue hardship on the Town, generally 
not to exceed six months.  
 
The Town Administrator will engage in discussions of any reasonable accommodations that 
may assist the employee in performing the essential functions of the job. At the end of the 
reasonable period of time, should the employee still be unable for any reason to perform the 
essential duties of the job, with or without accommodation, the employee’s position may be 
filled and the employee may be considered for a vacant position for which the employee is 
qualified and released from the physician to perform. 
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If no vacant position is available for which the employee is qualified, if not selected to fill the 
vacant position or if the employee declines to accept another position, employment with the 
Town will be terminated. Only regular full-time employees are eligible for paid Injury Leave.  
The Town will pay the difference between what is paid by Worker’s Compensation and your 
regular pay for two weeks/80 hours following the work-related injury 
 
All regular full-time employees, while on Injury Leave, shall continue to earn vacation and 
sick leave at the regular rate, but shall be required to return to work after the approval and 
release of the attending physician. 
 

Section 9.9 
Unpaid Leave of Absence 

 
If you are a regular, full-time employee, you may request an unpaid leave of absence by 
submitting a written request to your Department Head. 
 
You may be given an unpaid leave of absence for illness or inability to work or any other 
legitimate purpose approved by the Department Head. Unpaid leaves of absence will be 
approved only after all other types of paid leave, such as vacation or sick leave, have been 
exhausted. 
 
The Department Head may approve an unpaid leave of absence of up to two (2) weeks in 
duration. The Town Administrator and the Department Head must approve an unpaid leave 
of absence beyond two weeks. 
 
During an approved unpaid leave of absence, the Town will continue to pay its usual 
contributions toward your benefits; however, you will still be responsible for paying any 
benefit premiums that would normally be deducted from your paycheck. Please make 
arrangements with Administration for paying these premiums prior to your leave. 
 

Section 9.10 
Group Medical Plan 

 
The Town makes comprehensive group medical coverage available to every regular full-
time employee and pays the premium toward such single coverage for as long as an 
employee is eligible and enrolled.  Newly hired employees should enroll themselves and 
their eligible dependents (if desired) for medical coverage within 30 days of hire. Once 
enrolled, an employee and his/her dependents are covered effective the first of the month 
after the employee’s date of employment. 
 
If you enroll for medical coverage and also elect coverage for your dependents, you will be 
responsible for paying the ½ of the premium for the dependent coverage. The premium for 
dependent coverage will be deducted from your paycheck. 
 
Specific and complete details of the Town’s medical plan are available in plan booklets 
supplied to you by Administration. 
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Section 9.11 
  Group Life Insurance 

 
Group life insurance coverage, including accidental death and dismemberment coverage, is 
provided to all regular, full-time employees. The Town pays the full premiums for the 
employee. For further information, refer to the Group Life Insurance Policy.  
. 

Section 9.12 
Short Term Disability 

 
Short term disability coverage is provided to all regular, full-time employees. The town pays 
the full premiums for the employee. For further information, refer to the Short-Term Disability 
policy.  

Section 9.13 
Long Term Disability 

 
Long term disability coverage is provided to all regular, full-time employees. The town pays 
the full premiums for the employee. For further information, refer to the Long-Term Disability 
policy.  

Section 9.14 
Dental Insurance 

 
Dental insurance is available to regular full-time employees and their dependents, if desired. 
The Town pays the premium for single coverage.  Premiums for dependent coverage will be 
deducted from your paycheck. 
 
Specific and complete details of the Dental Plan are available in Administration. 
 

Section 9.15 
Workers’ Compensation Coverage 

 
If you are injured as a direct result of the duties performed in the course of your employment 
with the Town, you may be eligible to receive Workers’ Compensation benefits under the 
Workers’ Compensation Insurance plan. Such a plan is required under state law and covers 
the cost of hospitalization, physician fees, drugs, treatment, and other related expenses. 
See Section 9.8.  
 

Section 9.16 
Texas Municipal Retirement System 

 
The Town of Hickory Creek is a member of the Texas Municipal Retirement System (TMRS). 
Participation in the system is mandatory for all regular, full-time employees. There is no 
maximum age for participation in TMRS. Employees contribute 7% of their gross incomes, 
which is not taxable until withdrawn.  The Town contributes the required amount to your 
retirement account. 
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The purpose of the retirement system is to provide adequate and dependable retirement 
benefits for employees retiring from Texas Municipalities. Each member Town chooses from 
various TMRS options to tailor its retirement plan to meet local needs and circumstances. 
Policy Manuals detailing this plan are available in Administration. 
 

Section 9.17 
Social Security 

 
The Town of Hickory Creek does not participate in Social Security (unless you are a part-
time or seasonal employee).  If you retire under both Social Security and a local government 
retirement plan such as TMRS, with a Town that does not participate in Social Security, your 
Social Security benefit may be lowered or offset. For more information, contact your local 
Social Security office. 

 
Section 9.18 

Medicare 
 
Employees hired after April 1, 1986 are required to make a contribution toward Medicare 
equal to 1.45% of gross pay. The Town matches the employee’s contribution with an amount 
equal to the employee’s contribution. 
 

Section 9.19 
Continuation of Group Medical Benefits 

 
In accordance with the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), 
you and your eligible dependents may have your group medical benefits continued beyond 
the date they would normally be scheduled to end.  In order to have your coverage 
continued, you must notify Administration no later than 60 days after the day coverage is 
scheduled to end. You will be charged the full premium plus administrative costs. 
 
If your coverage ends because of termination (other than for gross misconduct), reduced 
hours of employment, retirement, or disability, you and your family can extend medical plan 
benefits until the earlier of: 
 

• 18 months from the date your coverage is scheduled to end; 
• The last day for which you have paid the required premium; 
• The date of cancellation if the medical plan is canceled for all Town employees; or 
• The date you become covered for the same medical expenses under another group 

policy. 
 
An additional 11 months of coverage may be continued if you or your dependents are 
disabled on the date continuation coverage begins and you are determined to be eligible for 
Medicare. 
 
Your spouse and dependents can also independently extend their coverage at their own 
expense even if you do not do so.  In addition, if your spouse’s and dependents’ coverage 
ends due to your death, divorce, legal separation, or loss of dependent status, they can elect 
to continue coverage until the earlier of: 
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• 36 months from the date coverage is scheduled to end; 
• The last day for which the required premium was paid; 
• The date of cancellation if the medical plan is canceled for all Town employees; or 
• The date one becomes covered for the same medical expenses under another group 

policy. 
 
Your spouse/dependent must contact Administration no later than 60 days of the effective 
date of the divorce or loss of dependent status in order to continue health insurance 
coverage. 

 
Section 9.20 

Inclement Weather 
 
The purpose of this policy is to establish “Inclement Weather” procedures for Town 
employees. This policy applies to all Town of Hickory Creek employees, “Emergency 
Service” personnel, and non-emergency administrative and clerical personnel.  
 
Except for extraordinary circumstances, Town offices DO NOT CLOSE. All employees, 
emergency service personnel and non-emergency personnel are expected to make an effort 
to report to work at the beginning of their normal working time to ensure the continuation of 
Town services to our citizens in the event of inclement weather. However, if a non-
emergency employee feels that driving conditions such as ice or snow, are so severe as to 
present a danger to his/her life or property, he/she may use a vacation day, a personal day, 
or if no accumulated time is personally available, the employee may elect to take leave 
without pay.  
 
If a non-emergency employee desires to not report for work on an inclement weather day, 
he/she is required to contact his/her supervisor prior to the time he/she is scheduled to report 
to work or as soon as possible thereafter.  
 
Within the Town of Hickory Creek, “Emergency Service” personnel include Police and 
Public Works employees who are required to accomplish service delivery to our citizens.  
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EMPLOYEE ACKNOWLEDGMENT FORM 
 
 The employee personnel guide describes important information about the Town of 
Hickory Creek, and I understand that I should consult the Administration Department 
regarding any questions not answered in this guide.  I have voluntarily entered into an 
employment relationship with the Town of Hickory Creek and acknowledge that there is no 
specified length of employment.  Accordingly, either I and/or the Town of Hickory Creek can 
terminate the relationship at will, with or without cause, at any time, so long as there is no 
violation of applicable federal or state law. 
 
 Since the information, policies, and benefits described here are necessarily subject 
to change, I acknowledge that revisions to this guide may occur, except to the Town’s policy 
of employment-at-will.  All such changes will be communicated through official notices, and 
I understand that revised information may supersede, modify, or eliminate existing policies. 
 
 Furthermore, I acknowledge that this manual is neither a contract of employment nor 
a legal document.  I have received the manual, and I understand that it is my responsibility 
to read and comply with the policies contained in this guide and any revisions made to it.  I 
also understand that it is my responsibility to keep this manual updated with future official 
notices relative to revised information, and shall return this manual to the personnel 
department upon termination of my employment with the Town of Hickory Creek. 
 
 
 
 
____________________________________   __________________ 
Employee’s Signature       Date 
 
 
____________________________________ 
Employee’s Name (Typed or Printed) 



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.14

Discussion regarding possible annexation and related financing issues pertaining to Hickory Creek Public 

Improvement District No. 1 and No. 2.

No supporting documentation.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.15

Consider and act on SPAN Transit Services.

No supporting documentation.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. D.16

Discussion regarding current road and sidewalk projects.

No supporting documentation.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. E.1

Discussion regarding an Off-Site Facilities Agreement between the Town of Hickory Creek, LCMUA, 

Westwood Residential and the Brown family for development of infrastructure to serve a 24.56 acre tract of 

land within the Town's extraterritorial jurisdiction.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. F.1

Discussion and possible action regarding matters discussed in executive session.



Town of Hickory Creek
COUNCIL MEMORANDUM

Date: 03/21/2017

From: Kristi Rogers - Town Secretary

Subject: Agenda Item No. G.1

Adjournment
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